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About This Training Guide

TRAINING GUIDE DESCRIPTION

This guide is an introduction to the processes used to create and maintain Cost Accounting data for

grants, projects, programs, and jobs in AFIS. Also covered is how to research information related to

these Cost Accounting activities. Cost accounting activities range in scope from State-funded operational

programs to Federally-funded grants and highway construction projects. The lifecycle of an activity may

span a few months to several years.

TRAINING GUIDE OBJECTIVES

In this training guide you will:

Review the navigation of AFIS using tables, documents, and queries

Examine the Cost Accounting features and processes

Identify the Cost Accounting query pages and their uses

Create a cost accounting structure using the Cost Accounting Setup (CAS) document

Maintain a cost accounting structure using the Cost Accounting Modification (CAM) document
Create and review a reimbursement budget

Expend funds

Accrue and request revenue

Receive revenue

Record and track program costs using the Internal Costing Usage Transaction (ICT) and Charge
Transaction (CH) documents

Close a project or grant

Create a decentralized Chart of Accounts element

TERMINOLOGY

Table 1

includes key terms and definitions specific to this guide.

Table 1: Terminology

Term Description

Activity An optional department-specific Chart of Accounts element used to
capture additional information. Refer to department procedure for the
use of the Activity field and valid Activity codes.

Automated The series of three optional AFIS batch jobs that are used to select

reimbursement transactions for reimbursement, calculate drawdown requests, and
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Term

Description

process

generate Receivable and/or Cash Receipt documents, in accordance with
funding rules established within the cost structure for each grant or
project setup to use the automated reimbursement process.

Cost Accounting

The process of accumulating, analyzing, and reporting cost information
related to grant, project, program, and job activities.

Cost Accounting
Modification (CAM)
Document

The document that is used to modify various reference pages and
budgets related to a project or grant. May be used to add or delete
entries on some reference pages related to a project or grant.

Cost Accounting
Setup (CAS)
Document

The document that is used to set up the various reference pages and
budgets related to a project or grant.

Cost Structure

The specialized Chart of Accounts elements in AFIS that that provide
specific controls and tracking capabilities for transactions that support
project and grant activities.

Drawdown Groups

Enable the system to group expenditures for reimbursement (draws)
across different Departments, Major Programs, and Programs.
Drawdown Groups are optional and can be defined at the Major
Program or Program level.

Front End Split
Process

One of two methods to perform funding source calculations in AFIS: the
second is the back end split (the back end split method is not used by the
State and will not be discussed in this course). The front end split process
directs AFIS to perform funding source calculations for expenditures at
the point of document entry. Front end split adjusts the input document
to infer and record the accounting codes and the funding participation
information at the time of entry. Front end split is set at the Major
Program level.

Function

Used when creating documents to reduce input errors by inferring values
based on document type and department.

Funding Line

Represents a funding source within a Funding Priority. It identifies the
funding source, the percentage of expenditures the funding source will
fund, the draw frequency, the revenue code, and any associated
restrictions. A Funding Priority must have at least one Funding Line but
may have multiple Funding Lines. The Funding Line is also used to store
information needed for other purposes, such as Federal Appropriation
Number and Catalog of Federal Domestic Assistance (CFDA) number.
Funding Lines are set up only for the projects and grants that use the
AFIS automated reimbursement or front end split process and a
reimbursement budget structure.

Funding Priority

Part of the Funding Profile hierarchy. It represents the sequence of
funding. Each Funding Profile includes at least one Funding Priority, and
each Funding Priority has at least one Funding Line. For projects and
grants having sequential spending requirements, funding priorities are
established to represent the sequence. Funding Priorities are set up only
for the projects and grants that use the AFIS automated reimbursement
or front end split process and a reimbursement budget structure.

Funding Profile

The top level of the Funding Profile hierarchy, which identifies funding

7
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Term

Description

relationships within a Major Program. The hierarchy is a structure with
three levels: Funding Profile, Funding Priority, and Funding Line. Funding
Profiles are set up only for the projects and grants that use the AFIS
automated reimbursement or front end split process and a
reimbursement budget structure.

Funding Profile
Inference

Allows AFIS to identify the Funding Profile to default into expenditure
documents based on the Chart of Accounts elements entered on the
document. Funding profile inferences are required when using the AFIS
automated reimbursement process, or when using the front end split
process for manually calculated reimbursements.

Funding Source

Identifies the type of resources used to pay for the project or grant
(Federal, State or Other).

Funding Split

The mechanism that takes a single Accounting line for an expenditure
and splits it between multiple funding sources based on funding profile
and funding profile inference set up. The type of funding split for a cost
structure is entered on the Major Program record.

Internal Buyer
Funding Line

Part of the Funding Profile hierarchy. Defines one or more internal
funding sources to be associated with inter-governmental payments.

Location

An optional Chart of Accounts element.

Major Program

The highest level element of the cost structure. A Major Program
identifies a project or grant or a grouping of projects or grants.

Major Program
Category

A hierarchical inferred element used for reporting at the Statewide level.

Cost Structure

The collection of specialized Chart of Accounts elements in AFIS that that
provide specific controls and tracking capabilities for transactions that
support project and grant activities.

Phase The Chart of Accounts element used to identify different Phases within a
Project. Examples are scoping, design, construction, etc.
Program Identifies a project or grant, or a division of a project or grant. An

individual Program is assigned to one and only one Major Program, while
a Major Program may have multiple Programs (but must have at least
one).

Program Budget
Structure (Non-
reimbursement
budget structure)

Used to control how project/grant funds are expended. Budget Structure
38 (Grant Budget) is the most commonly used program budget structure.
Budget Structure 37 (Program Phase) is used for cost structures requiring
budget control at the Phase level.

Program Category

A hierarchical inferred element used for reporting at the Statewide level.

Program Group

A hierarchical inferred element used to group projects for reporting
purposes at the department level.

Program Period

Defines time periods for cost accounting activities (the award period
and/or the grantor’s fiscal year).

Program Phase

A page that is used to associate a Phase to a Program.

Program Type

A hierarchical inferred element used for reporting at the department
level.

Reclassification

An automated process used to apply new funding profile information to
existing financial transactions in AFIS. For example, the Reclassification
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Term

Description

process can be used to generate a bill to the Federal Highway
Administration (FHWA) for eligible expenses previously paid out of State
Funds.

Reimbursement
budget structure

Must be used for those projects that are using the automated
reimbursement or front end split functionality in AFIS. The most
common reimbursement budget structure is Budget Structure 39
(Reimbursable Grant Budget). If budgetary control is needed at the
Program Phase level, Budget Structure 40 (Phase Reimbursable Budget)
is used.

LIST OF ACRONYMS

Table 2 lists the acronyms used in this guide.

Table 2: List of Acronyms

Acronym Definition

ACTV Activity

AD Automated Disbursement document
ADOT Arizona Department of Transportation
AFIS Arizona Financial Information System
APD Accounting Period

CACR Cost Account Cash Receipt document
CARE Cost Accounting Receivable document
AUTOCANO Cost Accounting Auto Numbering page
BGPDE Budget document for Budget Structure 38
BGPDR Budget document for Budget Structure 39
BGPHE Budget document for Budget Structure 37
BGPHR Budget document for Budget Structure 40
CACT Customer Account Options page

CAM Cost Accounting Modification document
CAS Cost Accounting Setup document

CFDA Catalog of Federal Domestic Assistance
CH Charge Transaction document

CHCLS Charge Class page

CNTAC Contact page

CR Cash Receipt document

DDG Drawdown Group

FA Fixed Asset document

FAN Federal Appropriation Number page
FEDAGCY Federal Agency page

FES Front end split

FHWA Federal Highway Administration
FHWACLN FHWA Rejection Records page

FPI2 Funding Profile Inference 2 page

9




AFIS | Cost Accounting

Acronym Definition

FPI3 Funding Profile Inference 3 page

FP14 Funding Profile Inference 4 page

FPI5 Funding Profile Inference 5 page
FPPPAPPR Funding Profile Inference by Program Period and Appropriation page
FPRFLST Funding Profile Select page

FREQDT Frequency Date page

GAO General Accounting Office

GAX General Accounting Expenditure document
GFPI Grant Funding Profile Inference page

GLM Grant Lifecycle Management

GTAW Grant Award document

ICJ Internal Costing Journal page

ICT Internal Costing Transaction document

IET Internal Exchange Transaction document
INCR Internal Cost Rate page

ITA Internal Transaction Approval document
ITI Internal Transaction Initiator document
JACTG Accounting Journal

JCA Cost Accounting Journal

WV Journal Voucher document

JVC Cost Accounting Journal Voucher document
MD Manual Disbursement document

MJPRG Major Program page

OBl Object page

OVDRTEXP Overhead Rate Exception page

PAEX Program Activity Exception page

PHASE Phase page

PHPRG Program Phase page

POEX Program Object Exception page

PPC Program Period page

PRGREQ Program Activity Requirement page

PROG Program Setup page

PROGREQ Unit/Program Required page

PSTAT Program Status page

PTYP Program Type page

RE Receivable document

REIMGEN Reimbursement Generation Parameter page
REIMHIST Reimbursement History page

REIMOTPT Reimbursement Output Parameter page
REIMSEL Reimbursement Selection Parameter page
SEFA Schedule of Expenditures of Federal Award
SOPT System Options page

TASKORD Task Order page

VCUST Vendor Customer page

10
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1. NAVIGATION REFRESHER

Learning Objectives

In this lesson, you will:

= Review the basic access and navigation of a reference table
= Review the basic access and navigation of documents using the Document Catalog

= Review the navigation tools and searching records within a query

Lesson Overview

As with any software, it is important that users understand how to navigate through various menus and
features in order to complete tasks efficiently and accurately. This lesson reviews the navigation of AFIS
as it pertains to cost accounting processing by looking at reference tables, documents, and inquiries that
are used throughout this Cost Accounting course. Understanding the differences between the pages is
important because it makes it easier for you to search for a particular type of page. Pages are referred to
in two different ways, the Page Description and the Page Code. AFIS uses a Web interface to display the
types of application pages, which are described below.

1.1. Navigation Review: Reference Table

Reference tables are used to store information within the system. The information in some of these
reference tables can be created and modified by anyone with the required security permissions; others
are system-maintained and are updated by the system via document updates or offline processes. All
reference tables can be accessed via either Page Search or the Jump to command at the top of the
screen. This topic examines the Major Program (MJPRG) reference table.

AcTivity 1.1:
View the Major Program (MJPRG) Table

Scenario

Review the structure of reference tables by navigating to the Major Program (MJPRG) table using Page
Search. Expand the components on MJPRG to view the information entered in this table. Use the Search
command to search for a specific record on MJPRG.

Setup
v' User is logged into the AFIS Home Page.

12
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Steps
A. Navigate to the Major Program (MJPRG) table.

1. On the Secondary Navigation Panel, click Search to expand it.

Training - Financial

Mes=age Center
Search

HQEZW
Favorites

Administration

2. Click Page Search.
In the Page Code field, enter MJPRG.
4. Click Browse.

Training - Financial Page Search

Message Center

El Search Category: .
Page Search Page Type : -
Document Catalog Description :

Report Search Page Code : 1 PR+

History El%% Clear

Favorites Description

Administration ¥ 1098 Reporting Classification

5. Click the Major Program link. The MJPRG page is displayed.

Description Page Code
~  Major Program  MJPRG
First Pret_dext Last

B. Use multiple methods to view the fields in each component of the MJPRG table.

1. Click the Expand All arrow to expand all components.

Major Program

Department Major Program Hame Active Effective From
~ 100 BUDGET Buciget AT Yes

100 FaMJRPROG FAMJRPROG Wes

100 MJPRG Major Program for Training  Yes

101 BUDGET Buciget AT Wes

101 FaMJRPROG FAMJRPROG Yes

First Prew Mext Last  Atachments

Save Undo Delete Inzert Copy Paste  Search @b
w General Information

13



2. Click the Collapse All arrow to collapse all components.

First Prey Mesxt

Major Program

Last Aftachments

Save Unco Delste neett Copy Paste  Search G@
= General Information

Department Major Program Hame
~ 100 BUDGET Budget UAT
100 FAMIRPROG FAMIRPROG
100 MJIPRG Major Program for Training
101 BUDGET Budget UAT
101 FAMIRPROG FAMIRPROG

Active Effective From
Yes
es
Yes
es
Yes

3. Click General Options to expand the General Options component.

b General Information

AFIS | Cost Accounting

4. Review the fields available for data entry. Notice fields supported by a pick list and drop down

list.

*Department :

*Major Program :
Auto Generate :
Prefix :

*Hame :

*Short Hame :

= General Information

Reimb Status ! sjowed for Reimbursement E

100 Effective From:

Instructor Effective To:

BIUDGET Active : [
HWC Budgeting : [

Budget AT

Buclget

=
=

5. Click Overhead to expand the Overhead component.

- OU'EEhead

6. Scroll down to view all fields available in the Overhead component.

C. Search for a specific Major Program on the MJRPG table, then return to the Home Page.

1. Scroll to the top of the page.
2. Click Search.

Major Program

First Prev hlext

Department Major Program Hame
-~ 100 BUDGET Budget LAT
100 FAMIRPROG FAMIRPROG
100 MJPRG Major Program for Training
101 BUDGET Budget UAT
101 FAMIRPROG FAMIRPROG

Last Attachments

Save Undo Delete Insert Copy Paste  Search & B
= General Information
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3.

1.2.

Notice the fields available to search for a specific entry on the MJPRG table.

Department : & Drawdown Department :
Major Program : Drawdown Unit :
Hame : Grant 1D : &
Drawdown Group : A
Ok Clear Cancel
In the Department field, enter DTA.
In the Major Program field, enter AZEXP.
Click Ok. The Major Program is displayed in the MJPRG grid.
Department : DTA E Drawdown Department :
Major Program : AZFEHP Drawdown Unit :
Hame : Grant 1D : RS
Drawdown Group : e
ECIear Cancel

Notice the details for this specific Major Programs are displayed in the fields in each component
of the MJPRG.
Click Home on the Primary Navigation Panel to return to the Home Page.

Jurmp to: iﬂ £ Home é;@F‘Ersu:unalize Q) Accessiniity  |g] AppHelp  § . About @

Accounts Payakle

Navigation Review: Document

The information stored in reference tables is updated by documents. Some documents update the

information on multiple tables. The Document Catalog is used to create documents and to search for

documents based on Code, Department, Unit, or ID. It can also be searched by User Information using

User ID (created by) and Date (created on), as well as by Document State using Function, Phase, or
Status fields.

AcTiviTy 1.2:

View the Cost Accounting Setup (CAS) Document

Scenario
Review how to search for an existing document in the Document Catalog. Navigate within the Cost

Accounting Setup (CAS) document to review key features of the document structure.

Setup

v' User is logged into the AFIS training environment

15




Steps

A. Navigate to the Document Catalog.

AFIS | Cost Accounting

1. On the Secondary Navigation Panel, click Search.

2. Click Document Catalog.

Training - Financial

Message Center
= Search
Page Search
Docyument Catalog
Rep{fr] Search
History

Favorites

Administration

B. Enter search criteria to locate a Cost Accounting Setup (CAS) document.

1. Inthe Code field, enter CAS.
2. Inthe Dept field, enter DTA.

3. Click Browse. Notice the number of documents displayed in the grid.

Document Catalog

Create &k

w Document Identifier
Code: cac 4| Unit :
Dept.: nTa D :

P User Information

b Document State

Browyze Clear

£

C. Enter search criteria in the User Information component to refine the search.

1. Click User Information to expand the component.

2. Inthe Create Date field, enter >10/01/2014.

3. Click Browse. Notice the number of documents displayed in the grid.

= User Information

b Document State

Browse Clear

Create User ID: Create Date : -1q01 5014

=

Note: The wildcard character > tells AFIS to search for all CAS documents created after
10/01/2014.
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D. Enter search criteria in the Document State component to refine the search.

1. Click Document State to expand the component.

2. From the Phase drop down list, select Final.
3. Click Browse. Notice the number of documents displayed in the grid.
4. Inthe ID column, click the link for the CAS document. The CAS document is displayed.
= Document State
Function : - Status : -
Phase: Fing -

Brovvse Clear

Open Yalidate Submit Copy

First Prev Mext Last

[] cas  DTa UAT TESTER Mo 1 Mew Final Submitted 10/21/14  ghenderson  $0.00  Yes

Code Dept. Unit 1D Comments Version Function Phase Status Date User I Amount Active

E. When a document is opened, the title bar identifies the document and the Header component is

displayed. Review the information displayed in the document title bar.

1. Notice the document code, Dept., ID, Ver., Function, and Phase are identified.

2. Click the drop down arrow to the right of the Phase code to display the Document Menu.

Cost Accounting Setup(CAS) | Dept: DTA 1D UAT TESTER  Wer.: 1 Function: Meww  Phase: Final

-

ﬁ Acd to Favorites

Document Havigator [x]
& Paoge Help

Header

. - Document Comments
Majar Program

& Document Attachments

Program

General Information [ESGEHGEE )
Program Phase Ty Document History

Program Petiod Document Har Documert References

Funding Profile Document Future Triggering
Record D4

Funding Priority Document Forms

Ci (K1

R

F. Review document navigation by navigating within the CAS. To navigate within a document, either
click the component name or use the Document Navigator panel, then click Close and return to the

Home Page.
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On the Document Navigator, click Major Program. The Major Program component is displayed.

Document Havigator

Header

4

Major Program

Progral

Program Phasze

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference

Bludget

Created Documents

Click the General Options tab.

View the fields available on the General Options tab. Notice they align with the fields you
viewed on the Major Program (MJPRG) table.

General Information Gener-‘a&omions Rollups || Description/Contact | Highway Project | Overhead

Stage Definition [

Reimb Budget:

Reporting Basis:
Drawdown Group:
Drawdown Department:

Drawdown Unit:

40 |
PHASE REMBURSABLE BUDGET
Cash
4|

=

Reclass Exclusion:

Split Type:

Federal Appropriation Setup:
Internal Yendor:

Grant ID:

Grant ID Hame:

Streamlined Task Order
Billing:

CFDA Validation Required:

-

Front End Spiit (FES)

Program Period

-

-

B =

On the Document Navigator, click the red X to collapse it.

Document Havigator

Heacier

E3

Major Program
Program
Program Phaze
Program Period

Funding Prafile

Click the Maximize/Restore icon to display the component headers.

Department
DTA AIEXP

From 1 to 1 Total 1

Cost Accounting Setup(CAS) Dept: DTS ID: UAT TESTER  Ver: 1  Function: New  Phase: Final | =

Major Program Hame

AT Expressway

Effective From

Effective To

Reimb Status

Allowed 1or Reimbursement
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6. Click the Program component name to expand it.

Department Major Program
DTA ATEXP AT Expr]

From 1 to 1 Tatal: 1

General Information |EEHE RGO Follups | DescriptioniContact | Highway Projd

Stage Definition: |

Reimb Budget: 4 ﬁ
PHASE REMBURSABLE BUDGET
Reporting Basis: | Cazh
Drawdown Group: i
Drawdown Department:
Drawdown Unit:
Program Total Lines: 1 Program: LOOPTO7-B1
a! 5ram Phase Total Lines: 1 Phase: ENG

Program Period Total Lines: 1 Program Period: 2015

7. Click the Open Document Navigator arrow on the left margin to open the Document Navigator.

General Information EREENEIERO T Follups | Descriptions

Stage Definition: |

Reimb Budget: 4 ﬁ
PHASE REIMBURSABLE BUDGET
L 4/ Reporting Basis: | Cash
|‘|., Drawdown Group: i

Open Document Mavigator I Department:

Drawdown Unit:

8. Inthe lower right corner of the document, click Close.

&= Print | Processing = | | Warkflow = | File v| Ed clos=

9. Click Home on the Primary Navigation Panel to return to the Home Page.

1.3. Navigation Review: Inquiry Pages

Inquiry pages allow you to search for and view detailed or summary information from the AFIS database.
These pages are generally used for viewing and cannot be used to modify data. Information in most
inquiries is updated real time. For example:

=  Grant budget information can be tracked and researched by using the Reimbursable Grant:
Funding Priority (BQ38LV1) page

= Cost accounting transactional information can be researched by using the Cost Accounting
Journal (JCA) page
19
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Activity 1.3:
View the BQ38LV1 Page

Scenario
Use the Jump to action to quickly navigate to the BQ38LV1 page. Review how to search for the budget
of an existing grant and the navigation tools available on an inquiry page.

Setup
v' User is logged into the AFIS training environment.

Steps

A. Using the Jump To field, navigate to the Major Program Budget: Funding Priority (BQ38LV1) page
and search for the Major Program budget.
1. Onthe Primary Navigation Panel, in the Jump To field, enter BQ38LV1.
2. Click Go. The BQ38LV1 page is displayed and a search window is presented. The BQ38LV1
inquiry page is an example of an inquiry page with the Search layout.

Jumpto| BzELv A8 Go || G Home ﬁ Personalize  )) Accessibilty |gl App Heln € About
Fucdeting Accounts F-:Eu::Ee?ht:nle Accounts Payahble
3. Inthe Department field, enter 200.
In the Major Program field, enter CAUAT.
5. Click Ok. The budget information for Major Program is displayed.

Department : 200
Major Program : CALAT

Ok Clear Cancel

B. Review the budget for the Major Program.

1. Click the Expand All icon to expand all of the components.

- Expense Actuals

2. Inthe Budgeted Amounts component, notice the budgeted amount in the Adopted, Current
Budget, and Original Budget fields.
= Budgeted Amounts

Adopted : 53 ooo 00000
Awarded : 50 00

Original Budget : 5 ooo 000,00
Current Budget : 43 oo 000,00

PLLL L

Amendments : 07 Carry Forward : 50 0p =3
Transfer In: 57 0n Reversions : g0 00 <
Transfer Out : 55 np Allocated : g0 00 =

20
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3. Forthe Adopted field, click the Magnifying Glass icon to drill down to the Detailed Transaction
Listing. Notice the grid displaying originating budget document with links in the Document
Identifier field.
= Budgeted Amounts
Adopted : 53 nin 000 .00 %
Awarded : 50

Detailed Transaction Listing

Doc Code Doc Dept Doc ID Document Identifier Adopted
~ BGPDE 200 CALATS BGPDE 200 CALIATS §1,000 000.00
BGPDE 200 201500000010 BGPDE 200 201500000010 §2,000,000.00

First Prev Mext Last Download

4. Click the Document Identifier link to navigate to the BGPDE budget document.

Document Identifier Adopted

BGPDE 200 CALIATS F1,000,000.00

BEPDE 2£ ED1 Soo0ooo1 0 F2,000,000.00

5. Click the Close button to close the budget document. You are returned to the Detailed

Transaction Listing.
6. Click OK to return to the budget inquiry screen.

Search
Doc Code : goppE Adopted §1 000,000.00
Doc Dept : oo

DocID: capiaTs

Ok Cancel

C. Use the page navigation link to navigate to the Program Budget (BQ38LV2) page, then return to the
Home Page.

1. Scroll to the bottom of the page.
2. Click the Program Budget link. The Program Budget (BQ38LV2) page is displayed, showing all
Program Budgets for the Major Program that was selected on the BQ38LV1 page.

#F Major Program Cortrole O Prugraﬁrqaudget
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3. Notice that the CAUAT1 Program is highlighted in the grid. The budget details for this program

are displayed in the scalar components of the page.

Program Budget

Unobligated Unrecognized Revenue

Department Major Program Program Hame Current Budget Actual Expenses Total Revenue
~ 200 CAUAT g SAUATT  200-CAUAT-CALIATI $1,000,000.00 $1,000.00 $0.00 $999,000.00 $0.00
CAUAT CAUATZ  200-CAUAT-CAUATZ  §1,000,000.00 $0.00 $0.00  $1,000,00000 $0.00
200 CALAT CAUATZ  200-CAUAT-CAUATI  $1,000,000.00 $0.00 $0.00  $1,000,000.00 $0.00
First Pres hext L
search B
w# Expense Actuals
Purchase Reservations : 5000 Uncommitted : 3595 noo.oo
Pre-Encumbered : 3 np ’ Unobligated : 5995 000,00
Encumbered : 5, 0p ' Unexpended Acerued : §509 000,00
Accrued Expenses : 50 0p 3 Unexpended Cash: 5909 noo.o0
1] : L
Cash Expenses : 51 0o0.00 A,
Actual EXpenses : 51 00000
Charges : 5700 3
4. Inthe grid, click the line for Program CAUAT2.
Department Major Program Program Hame Current Budget Actual Exp Total R ue bligated ue
200 CaUAT CAUAT1  200-CALAT-CAUATT  §1,000,000.00 $1,000.00 $000  $999,000.00 $0.00
|‘/ 200 cAUAT CALATZ  200-CAUAT-CAUAT2  §1,000,000.00 $0.00 $0.00  $1,000,000.00 $D.DD|
200 CALAT CAUATS  200-CAUAT-CAUATI  §1,000,000.00 $0.00 $0.00  $1,000,000.00 $0.00

5. Notice the details in the scalar have changed and now reflect the budget details for Program

CAUAT2.

6. Click Home on the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson you:

= Reviewed the basic access and navigation of a reference table

= Reviewed the basic access and navigation of documents using the Document Catalog

= Reviewed the navigation tools and searching records within a query

Check Your Progress

1. Reference tables are updated by manual data entry only.

a. True
b. False

2. All pages can be accessed either through Page Search or by using the Jump to field.

a. True
b. False

22



AFIS | Cost Accounting

3. Inquiry pages most commonly are used to view detailed or summary information from the AFIS

database.
a. True
b. False
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2. OVERVIEW OF COST ACCOUNTING

Learning Objectives

In this lesson, you will:

= |dentify the cost structure as the component of AFIS that is used for cost accounting

= List and define the required elements for cost accounting (Major Program, Program, and
Program Period)

= List and define the optional elements for cost accounting (Phase, Task Order, Stage Profile, and
Funding Profile)

= List and define the additional Chart of Accounts elements available to capture cost accounting
information (Activity, Location, and Function)

= Differentiate between Major Program and Program

Lesson Overview

The cost structure is the component of AFIS used for cost accounting. The cost structure is a hierarchy of
specialized Chart of Accounts elements that provide specific controls and tracking capabilities for
transactions that support project and grant activities.

The cost structure elements required for cost accounting are Major Program, Program, and Program
Period. The optional cost elements include:

= Phase

= Task Order

=  Stage Profile

=  Funding Profile and components

Location, Sub Location, Activity, Sub Activity, Function, and Sub Function are additional Chart of
Accounts elements available for departments to capture additional information about cost accounting
activities. The Major Program, Program, Activity, Function, and Location elements also have four roll up
levels (Group, Type, Category, and Class) used to aggregate cost accounting data.

2.1. Cost Accounting Overview

Cost accounting is the process of accumulating, analyzing, and reporting cost information related to
projects, grants, programs, and jobs. Cost accounting in AFIS includes setting up cost structures after
being awarded a grant or starting a project; tracking grant and projects; generating drawdown requests
for reimbursement from funding sources (creating receivables from federal agencies); receiving
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revenues; and reclassifying grant and project transactions if funding sources change over the lifecycle of
the project or grant.

The AFIS Cost Structure

AFIS utilizes the cost structure to capture cost accounting information. The cost structure is a hierarchy
of specialized Chart of Accounts elements. Major Program elements used for cost accounting in AFIS
vary based on both the characteristics of each activity and the information needs of the department;
however, each grant or project must have a Major Program, at least one Program, and at least one
Program Period. AFIS supports the use of multiple, concurrent cost structures that work in conjunction
with each other.

Additional elements within the cost structure utilized for cost accounting are listed below.

=  Stage Profile Select and Stage Definition Setup
= Phase

= Task Order

=  Funding Profile

o Funding Priority
o Funding Line
o Internal Buyer Funding Line

The use of these additional elements depends on the type of activity. This is discussed more in Topic 2.2
Overview of Cost Accounting Setup. Currently, the State is not planning to use the Stage Profile Select,
Stage Definition Setup, and Task Order pages.

Cost Accounting Rollups

Each Major Program and Program has four levels of rollup: Group, Type, Category, and Class. Rollups are
used to aggregate and report on cost accounting information. The Group and Type rollups are available
for department use, while the Category and Class are used for State-wide reporting purposes.

Cost Structure Models

Several model cost structures, using a variety of available chart of account elements, have been
established as part of AFIS system implementation to meet the various needs of each department. See
the Appendix (Cost Structure Models section) for additional information on each model. Refer to your
department leadership for information on the cost structure(s) and accompanying budget structures
that your department are using.

Additional Chart of Accounts Elements

In addition to the cost structure, optional Chart of Accounts elements are available to capture
information about cost accounting activity: Activity, Sub Activity, Function, Sub Function, Location, and
Sub Location. These elements are utilized when required by department procedure. Activity, Function,
and Location have four levels of rollup: Group, Type, Category, and Class.
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2.2. Overview of Cost Accounting Setup

A grant or project is set up in AFIS using key Chart of Accounts elements within the cost structure. These
elements are entered on the accounting and posting lines of expenditure, disbursement, and general
accounting documents to associate the transaction with the grant or project.

Major Program (MJPRG)

The Major Program (MJRPG) page establishes the highest level of the cost accounting structure, and is a
required element in the cost structure. All remaining cost accounting elements are organized under the
umbrella of the Major Program element. The role of the Major Program is to define global
characteristics, behaviors, and controls for all aspects of the grant or project.

The Major Program may identify an individual project or grant, or a grouping of projects or grants based
on department needs. Each department will determine the best cost structure for each project or grant
based on budgeting, reporting, and tracking requirements for the project or grant. For some, the
grant/project will be set up at the Major Program level. For others, the Major Program will be used to
summarize project/grant activity, and the actual project/grant will be established at the Program Setup
level. Major Program also has Group, Type, Category, and Class rollup codes available.

Program Setup (PROG)

There are usually several Programs established on the Program Setup (PROG) page in the Major Program
hierarchy. A Program is the primary cost accounting element in the cost structure, and is a required
element on every cost accounting transaction. A Program is used to identify a specific project or grant,
or it may be used to identify a division or component of a project/grant, if the project/grant itself is set
up at the Major Program level. Program also has Group, Type, Category, and Class rollup codes available.

The Major Program links individual Programs together for budgeting and/or reporting purposes.
Although a Major Program can have multiple Programs beneath it, each Program can only be associated
to one Major Program. The Major Program code is inferred on an AFIS document based on the Program
code that is entered on the Detail Accounting tab of the document.

Program Period (PPC)

A record on the Program Period (PPC) page establishes a time period for a project/grant. A Program
Period is created for each award period for grants or projects.

Optional Elements of the Cost Structure

The optional elements of the cost structure, listed in alphabetical order, are as follows:

Funding Profile Select (FPRFLST)

The Funding Profile is established on the Funding Profile Select (FPRFLST) page. It is a hierarchical
component within the cost structure consisting of the Funding Profile, Funding Priority(s), Funding
Line(s), and Internal Buyer Funding Line(s). A Funding Profile hierarchy identifies the funding sources
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and funding agreement details for a grant or project. It is required when the AFIS funding split process is
used for a grant or project.

Separate Funding Profiles are established for ineligible (non-participating) funding and eligible
(participating) funding. The priorities and lines entered on the profiles depend on the funding
arrangement for the project or grant. Ineligible profiles have only State funding lines.

In addition to the setup of a Funding Profile, Funding Priority, and Funding Line, there are additional
processes and configurations that must be established to enable the reimbursement process. The
detailed setup of all components of the reimbursement process is discussed in Topic 3.8 Establish a
Funding Profile Hierarchy.

Phase (PHASE)

A record is established on the Phase (PHASE) page to create a department-specific element used to
categorize transactions within a Program, based on the needs of the department or the requirements of
the specific project/grant. For example, Phases may be used to group transactions for construction
projects by the phase of the project (Engineering, Construction, Right of Way, etc.). Phase codes can be
used across all Programs within an individual Department and are not unique to a single Program.

Program Phase (PHPRG)

To utilize a Phase for a specific Program, the Phase must be associated to the Program on the Program
Phase (PHPRG) page. The Program Phase (PHPRG) page may also be used to capture the Federal
Agreement Number.

Task Order (TASKORD)
The Task Order element is established on the Task Order (TASKORD) page. It may be used to further
segregate expenditures below the Program/Phase level.

A diagram of the entire cost structure is shown in Figure 1, and a more detailed diagram can be found in
the appendix. Based on specific requirements, the State determines, on a project-by-project basis or
grant-by-grant basis, the applicable elements to be used and the information to be captured by those
elements.
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Figure 1: Major Program Chart of Accounts Elements and Rollups for Cost Accounting

MJPRG Class
MJPRG Category
MJPRG Type
MJPRG Group

Major Program
(MJPRG)

PROG Class PROG Class

PROG Category PROG Category
PROG Type ™ PROG Type

PROG Group PROG Group
Funding Profile Program Period Program Program Etc.
(FPRFLST) (PPC) (PROG) (PROG)
I I |
Funding Priority(s) Stage Profile Phase(s) Phase(s)
| (STPFST) (PHASE) (PHASE)
Funding Line{s) Task Order Task Order

Internal Buyer
Funding Line(s}

Lesson Summary

In this lesson, you:

= |dentified the cost structure as the component of AFIS that is used for cost accounting

= Listed and defined the required elements for cost accounting (Major Program, Program, and
Program Period)

= Listed and defined the optional elements for cost accounting (Phase, Task Order, Stage Profile,
and Funding Profile)

= Listed and defined the additional Chart of Accounts elements available to capture cost
accounting information (Activity, Location, and Function)

= Differentiated between Major Program and Program
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Check Your Progress

1. The Major Program can be used to group similar projects or grants together.
a. True
b. False

2. A Major Program is associated with one and only one Program.

a. True
b. False
3. In AFIS cost accounting, the Chart of Accounts element(s) is required.

a. Major Program
b. Program

c. Program Period
d. Botha.andb.

e. All of the above.
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3. OVERVIEW OF THE COST STRUCTURE

Learning Objectives

In this lesson, you will:

= |dentify the preferred method to create projects and grants in AFIS
= View a Major Program (MJPRG) record

= View a Program on the Program Setup (PROG) page

= Define the role of a Phase (PHASE)

= View an entry on the Program Phase (PHPRG) page

= |dentify the role of a Stage Profile and Stage Definitions

= View an entry on the Program Period (PPC) page

= Define the role of the Funding Profile Hierarchy and each of its components
= View an entry on a funding profile inference page

= Review an entry on the Activity (ACTV) page

= Review an entry on the Object (OBJ) page

= |dentify tables available to establish reimbursement eligibility exception rules

Lesson Overview

This lesson provides a detailed review of each page in the cost structure. The role of each page is
identified and records on each page are viewed in the AFIS training environment. Most users will have
view only access to these pages to conduct research related to cost accounting activities. In practice, the
Major Program pages will be updated by completion of appropriate entries on the Cost Accounting
Setup (CAS) and/or Cost Accounting Modification (CAM) documents, which contain all of the
components and fields available for most pages in the cost structure. Creating CAS and CAM documents
are addressed later in this course.

A capital project is established by entering data in the pages listed below:

Major Program
Program Setup
Program Phase
Program Period
Funding Profile (if the AFIS automated reimbursement or front end split process is used)

Ok wWwhRE

Funding Profile Inference(if the AFIS automated reimbursement or front end split process is
used)

Note: Entries on the PHASE page are standardized. Updates to this page are not needed for each project. ‘
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A grant is established by entering data in the pages listed below:

Major Program
Program Setup
Program Period
Funding Profile (if the AFIS automated reimbursement or front end split process is used)

vk wN e

Funding Profile Inference(if the AFIS automated reimbursement or front end split process is
used)

3.1. Major Program

The Major Program (MJPRG) page is the highest level of the cost accounting structure. The Major
Program identifies a grouping of projects or grants, in some cases, an individual project or grant.

For this lesson, we will use a fictitious project (the AZ Expressway Project) to illustrate a typical ADOT
Federal Highway Administration (FHWA) capital project structure. Figure 2 displays the structure for this
project. The shaded boxes are the elements that are covered in this lesson. A typical grant structure is
very similar, except that grant structures do not utilize Phases to further break down a Program.

Figure 2: Typical DOT FHWA Capital Project Structure

MJPRG Class

MJPRG Category
MJPRG Type

MJPRG Group PROG

Class

PROG
Category

Major Program

(MJPRG)
AZ Expressway

PROG Type

PROG Group

Program Period

Funding Profile
(FPRFLST)

A7 Expressway
Engineering Phase -
Ineligible Costs

Funding Profile
(FPRFLST)

A7 Expressway
Engineering Phase -

Eligible Costs
1

Funding Priority
10

Funding Priority

10

= e~

(PPC)
AZ Expressway

Program (PROG)
Loop 707-Bridge 1

Funding Line 1
State — 100%

Funding Line 1

FHWA - 80%

Funding Line 2

State — 20%

]

Phase (PHASE)
Engineering

Phase (PHASE)
Construction

Efc. ﬂ
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The MJPRG page allows you to establish global characteristics and behaviors for the project. Examples of
global characteristics that can be established on MJPRG include:

= |dentifying the Reimbursement budget Structure used for the project(s)
= |dentifying the location of the Federal Appropriation information

= |dentifying if transactions within the cost structure may be eligible for overhead

Major Program (MJPRG)

MJPRG contains the General Information component, the General Options component, the Rollups
component, the Description/Contact component, the Highway Project component, and the Overhead
component.

General Information component
The General Information component identifies the Major Program. Key fields in this component include:

= Department - the code for the department managing the Major Program

=  Major Program Code - The unique ID code that identifies the Major Program. This identifies the
project or the grant, or a grouping of projects or grants. The Major Program code may be
assigned manually or auto generated by AFIS. The State will auto generate Major Program
codes, so the Auto Generate check box should be checked. A MJPRG code will be assighed when
the record is saved

=  Prefix — Refer to department procedure. Valid entries in the Prefix field are:

o Enter a valid prefix for the department, if established on the Cost Accounting Auto
Numbering (AUTOCANO) page

o Leave the field blank. If a default prefix is established on AUTOCANO for the department, it
will be inferred. If a default prefix has not been established for the department, the Major
Program code will be auto generated without a prefix

= Effective From and To - These date fields are optional and typically remain blank for the Major
Program. Effective dates for project and grant activity are normally controlled on the Program
Period records

= Reimbursement Status - This field is associated with the reimbursement functionality in AFIS.
The default entry Allowed for Reimbursement is selected unless transactions for the project or
grant should temporarily be suspended from reimbursement. If this is the case, select
Suspended for Reimbursement. If manual billing will be used for the Major Program, select
Allowed for Reimbursement

= General Information

*Department : 200 A Effective From : )
Training Wiiorking Effective To: E
*Major Program = -a) a7 Active : [
Auto Generate : [~ Budgeting : [v
Prefix : q
Reimb Status = ojoyved for Reimbursemert -

“Hame : pjorg for CALAT
*Short Name : -ajaT
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General Options component
The General Options component has important fields relating to the financial control of the Major

Program. Key fields in this component include:

33

Stage Definition - The State is not currently using Stage Profiles, so this check box remains
unchecked for all Major Programs

Reimb Budget - A reimbursement budget is required for projects and grants using the
automated reimbursement or front end split processes. The most common selection is Structure
ID 39. If budget control is required at the Program/Phase level, select Structure ID 40

Reporting Basis - This setting tells AFIS to infer the Program Period based on the record date of
the cash expenditure. For all Major Program records, the recommended setting is Accrual

Drawdown Group - A drawdown group is an optional value that is entered for projects and
grants using the automated reimbursement process, when a single funding agreement covers
more than one Major Program (usually in multiple departments). It may be overridden at the
Program level. Refer to Application Help for additional information on Drawdown Groups

Reclass Exclusion - This field indicates if posting lines that have this Major Program value are to
be reclassified when the offline Reclassification Process is run. See Application Help and the Cost
Accounting Run Sheets for additional information

Split type - The Split Type field instructs AFIS how and when to apply funding splits (for example,
Federal-funding of 75%, and State funding of 25%)

o For projects and grants using the automated reimbursement or the front end split process,
select Front End Split (FES). This tells AFIS to apply the funding split at the time the
transaction is entered in the system

o For projects and grants not using the automated reimbursement or front end split process,
but if funding agreement information will be entered in AFIS for tracking purposes, select No
Automated Splits — Manual

o For projects and grants that will not use either the automated reimbursement process nor
the Funding Profile tables, select No Automated Splits — No Bill

Federal Appropriation Setup - The Federal Appropriation Setup field instructs AFIS to look at
either the Program Period or Funding Line for the federal reference numbers such as CFDA or
Federal Appropriation Number

Grant ID - This field links the information on the grant award in the Grant Lifecycle Management
component of AFIS to the cost structure. For grants established at the Major Program level,
search for and select the Grant ID to which this Major Program will be associated

CFDA Validation Required - This check box indicates whether a CFDA number must be validated
against the CFDA Number (CFDA) page for Chart of Accounts elements established for this Major
Program. When checked, the Federal Catalog Prefix field and Federal Catalog Suffix field values
specified on the PPC page, Funding Line page, CAS document, or CAM document will be
validated against the CFDA Number table to ensure it is a valid value. This check box defaults to
unchecked
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= General Options

Stage Definttion @ [ Reclass Exclusion : [
Reimb Budget : [2g a Split TyPe : Front End Spiit (FES) -
Reimbursable Grant Budget Federal Appropriation Setup : program Period
Reporting Basis : ccryal hd Internal Yendor : Y
=
Drawdown Group : i Grant ID : @&
)
Drawdown Department : Grant 10 Hame :

Dravwdown Unit : Streamnlined Task Order Billing : [~

CFDA Validation Required : [

Rollups component

The Rollups component provides four levels to aggregate project or grant activity for reporting
purposes. The Major Program Class and Major Program Category are used for State-wide reporting
purposes. The Major Program Group and Major Program Type rollups are department-specific and
should be completed according to department procedure.

= Rollups
Major Program Class :
Major Program Category :

Major Program Group :

BB |-

Major Program Type :

Description/Contact
Contact information may be entered at the Major Program level, the Program level, or both. Refer to
department procedure.

= Description/Contact
Contact : i, Description :
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Highway Project component
Highway project information can be recorded at the Major Program, Program, or Program Phase levels.
The coding level used to track the Highway project information is determined by the department.

= Highway Project

Project Agreement Humber : Secondary Road Plan :
County : & Building Humber :
Mile Post Start : Parcel Humber :
Mile Post End : Corridor :
Mile Post Length : Board Entity :
Station : Legislative Entity :
Entity : Indian Reservation :
Area: Highway Functional Class :
Work Description : a4

Overhead component
Eligibility for overhead charges is established at the Major Program level. Key fields in this component
are:

= Overhead Eligible - This check box enables the use of the overhead process for cost accounting
activities within this Major Program

= Overhead Default Rate - Enter the default overhead rate for the Major Program. This field is
required if the Overhead Eligible check box is checked

= Overhead Redirection - This check box tells AFIS that the Chart of Accounts elements on source
transactions will be overwritten with the elements entered in this component when the
overhead charges are created by the system

o Chart of Accounts fields left empty in this component do not change the value on the source
transaction when the Overhead charge transaction is created

o Chart of Accounts fields that have a code entered in this component will overwrite the
source transaction Chart of Accounts element when the Overhead charge transaction is
created

o Chart of Accounts fields with BLNK entered will delete the source transaction Chart of
Accounts element. The field will be blank on when the Overhead charge transaction is
created
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= Owerhead
Overhead Eligible : Activity :
Overhead Redirection : Sub Activity :

Fund : Overhead Default Rate :

Sub Fund : Function :
Object : Sub Function :

Sub Object : Location :
Revenue : Sub Location :
Sub Revenue : Reporting :

BSA : Sub Reporting :

Sub BSA : Dept Object :
Unit : Dept Revenue :

Sub Unit : Task :
Appr Unit : Sub Task:
Task Order :

Program :

Phase :

Program Period :

AcTivity 3.1:

View a Major Program record on MJPRG

Scenario

For this activity, you will view an entry on the Major Program (MJPRG) page for the fictitious AZ
Expressway Project. This Major Program uses the automated reimbursement process.

Note: Only a portion of the project is configured in this training course for purposes of clarity. In addition,
some configuration may be included for instructional purposes and may not represent a typical project.
The Appendix contains a schematic of this scenario’s cost structure to use as a reference for this, and
future, activities.

Setup
v’ User is logged into the AFIS training environment.
Steps

A. Navigate to the Major Program (MJPRG) page and search for the Major Program record for the AZ
Expressway Project.

1. Inthe Jump to field, enter MJPRG.

Jump to: MJFRG 4| Go

2. Click Go. The Major Program page is displayed.
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3. Click Search. A search window is displayed.
4. In the Major Program field, enter AZEXP.
5. Click Ok. The Major Program record for the AZ Expressway project is displayed in the grid.

Department : 2
Major Program : AZEXP
Hame :

Drawdown Group : 2

lear Cancel

B. View information in the General Information component.

1. Notice the Effective From and Effective To date fields are blank.

2. Inthe Reimb Status field, notice Allowed for Reimbursement is the option selected.
= General Information

‘Department : [Ta a Effective From : B
DEPT OF TRAMSPORTATION  Effective To: B
*Major Program : » rexp Active : [

Auto Generate : [~ Budgeting : [/

Prefix: q
Reimb Status : ajlovved for Reimbursemert -

*Hame : a7 Eypressway

“Short Hame : s 7 Expressway

C. View the information in the General Options component.

1. Click the General Options component to expand it.

2. Inthe Reimb Budget field, notice Budget Structure 40 is the option selected since this is a Phase
based budget. Budget Structure 39 is Program Period based.

3. Inthe Reporting Basis field, notice Cash is the option selected.

4. Notice the Drawdown Group field. This field is populated when a single drawdown request
should be generated for multiple Major Programs using the automated reimbursement process.

5. Inthe Split Type field, notice Front End Split (FES) is selected.

6. Inthe Federal Appropriation Setup field, notice Program Period is the option selected.

7. Notice the Grant ID field. This field is populated with a Grant ID from the GLM module in AFIS,
when a Major Program should be associated with a grant award. For this example, the Grant ID
field is not populated.

8. Notice the CFDA Validation Required check box is checked. This instructs AFIS to ensure the
CFDA Number entered on the Program Period or Funding Line record is a valid entry on the
CFDA page.

= General Options

Stage Definition : [ Reclass Exclusion @ [
Reimb Budget : 4 a2 Split Type : Front End Spiit (FES) -
Phaze Reimbursakle Budget Federal Appropriation Setup : program Period -
Reporting Basis : Cash A Internal Yendor : N
hir)
Drawdown Group : Y Grant 1D : i
her}
Drawdown Department : Grant ID Hame :

Drawdown Unit : Streamlined Task Order Billing : [

CFDA Validation Required : [
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D. View the Rollups component.

1.
2. View the four rollup fields available at the Major Program level.

E. View the fields available in the Highway Project component.

Click the Rollups component to expand it.

= Hollups

Major Program Class :
Major Program Category :
Major Program Group :

Major Program Type :

& [& | [
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Note: Highway project information can be recorded at the Major Program, Program, or Program
Phase levels. The coding level used to track the Highway project information is determined by the
department. For this example, the Highway Project information is recorded at the Major Program

level.

1. Click the Highway Project component to expand it.

2. Notice the values entered in the Mile Post Start and Mile Post End fields. The Mile Post Length
field is calculated by AFIS.

3. Notice the additional fields available to capture information about projects. Values are entered

in these fields based on department procedure.

= Highway Project
Project Agreement Humber @

County :

Station :
Entity :

Area:

Mile Post Start : 150 o0
Mile Post End © 475 noop
Mile Post Length : 25 0000

[&

Secondary Road Plan :
Building Humber :

Parcel Humber :

Corridor :

Board Entity :

Legislative Entity :

Indian Reservation :
Highway Functional Class :

Work Description :

F. View the fields available in the Overhead component, then click Home to return to the Home Page.

1.

Notice the Overhead Eligible check box is checked. This indicates that overhead charges are
authorized for at least some types of expenditures for this Major Program.

Notice the Overhead Default Rate is 20%. This rate may be overridden for specific Programs,
Object codes, and/or Activity codes associated with this Major Program.

38




AFIS | Cost Accounting

3. Notice the Overhead Redirection Flag is not checked.

= Overhead
Owverhead Eligible : [ Activity :
Overhead Redirection : [ Sub Activity :
Fund : Overhead Default Rate : oq qog
Sub Fund : Function :
Object : Sub Function :
Sub Object : Location :
Revenue : Sub Location :
Sub Revenue : Reporting :
BSA : Sub Reporting :
Sub BSA : Dept Object :
Unit : Dept Revenue :
Sub Unit : Task :
Appr Unit : Sub Task :
Task Order :
Program :
Phase :
Program Period :
4. Click Home on the Primary Navigation Panel to return to the Home Page.
'm Home

3.2. Program Setup

The Program is the primary cost accounting element in the cost structure. Programs are entered into
AFIS in the Program Setup (PROG) page. The Program code generally identifies the individual projects or
grants within the grouping which was established at the Major Program level. If the Major Program is
established for an individual project or grant, then Programs are used to separate the project or grant
into component parts. Figure 3 depicts this need:

Figure 3: Typical Major Program/Program Configuration for Capital Projects

Major Program
AZ Expressway

Program
Loop 707 Bridge 1

Program
Project #2

Program
Project #3

Program
Project #4

An individual Program is assigned to only one Major Program. Each Major Program must have at least
one Program, but normally has multiple Programs in its hierarchy.
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Program Setup (PROG)

PROG contains the General Information component, the General Options component, the Rollups
component, the Description/Contact component, the Highway Project component, the Fixed Asset
Information component, and the Program Dates component.

General Information component

This component of the Program Setup (PROG) page associates the Program to the Major Program.
Several fields from the MJPRG record are defaulted to the PROG record when the MJPRG code is
entered, but can be overridden. Key fields in this component include:

Program - The unique ID code that identifies the Program. This identifies the project or the
grant. The Program code may be assigned manually or auto generated by AFIS. The State will
auto generate Program codes, so the Auto Generate check box should be checked. A PROG code
will be assigned when the record is saved

Prefix - Refer to department procedure. Valid entries in the Prefix field are:

o Enter a valid prefix for the department, if established on the Cost Accounting Auto
Numbering (AUTOCANO) page

o Leave the field blank. If a default prefix is established on AUTOCANO for the department, it
will be inferred. If a default prefix has not been established for the department, the Program
code will be auto generated without a prefix

Program Status - An optional field that is used to identify the status of a project or grant.
Statuses available from the pick list are established on the Program Status (PSTAT) page

Effective From and Effective To - These date fields are optional and typically remain blank.
Effective dates for project and grant activity are normally controlled on the Program Period
records

Billing Agreement Date - Required if the Program is eligible for reimbursement. The Billing
Agreement date determines when billing may start for a Program. For example, for grants, the
Billing Agreement date is populated with the grant award date. A drawdown request for this
Program will not be generated by the automated reimbursement process until on or after the
Billing Agreement date. This field is also available on the Program Phase (PHPRG) page and can
be entered there, if the authorization date for a Phase is different than the date entered on the
Program. If either or both Effective Dates are entered, the Billing Agreement Date must be equal
to either the Effective Date or within the range of Effective Dates

Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

Reimb Eligible - Tells AFIS whether the Program is participating in the automated
reimbursement process

o This check box should be checked for grants and for projects eligible for reimbursement and
utilizing the automated reimbursement process
o This check box should be unchecked for Programs ineligible for reimbursement
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= Reclass Exclusion - This field indicates if posting lines that have this Program value are to be
reclassified when the offline Reclassification Process is run. See Application Help and the Cost
Accounting Run Sheets for additional information

*Hame

*Department :
“*Program :
Auto Generate :
Prefix :

*Major Program :
Sub Account :
Site Location :

Program Status :

= General Information

100 a
1
-

* Program Code 1
*Short Hame :

Program 1

MJPRIG

Billing Agreement Date :

s

Major Program Effective Start Date :
s Major Program Effective End Date :
=

Effective From :

Effective To:

0 EO

Active : [

Budgeting : [
Reimb Status : sjioywved for Reimburssmert -

Reimb Eligible : [~

Reclass Exclusion: [

General Options component

= Drawdown Group - (optional) entered for projects and grants using the automated
reimbursement process, when a single funding agreement covers more than one Program. Refer
to Application Help for additional information on Drawdown Groups

= GrantID - if the Grant ID is populated at the Major Program level, leave this field blank. If the
Program level is the appropriate level to link to the grant, search for and select the Grant ID to
which this Program will be associated

= General Options

Drawdown Group :
Drawdown Department :

Drawdown Unit :

&

Contract Withholding Exempt @ [

Grant ID:

[5

Grant ID Hame :

Rollups component

Fields in the Rollups component may be populated, if needed, for State or department reporting

purposes.
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= Rollups

Program Class :
Program Category :
Program Type :

Program Group :

N
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Description/Contact component

Fields in the Description/Contact component are used to identify the manager and/or the first point of
contact for the project or grant and are populated according to department procedure. Fields available
in this component are:

=  Contact - names available from the pick list in this field are established on the Contact (CNTAC)
page. The name selected in this field may be the manager or the first point of contact

= Contact Type - used to enter the position or type of contact for the individual identified in the
Contact field

= Additional Contact - used to enter an additional contact name. This field is not associated with
the Contact page

= Additional Contact Type - used to enter the position or type of contact for the individual
identified in the Additional Contact field

= Description - used to enter additional information

= Description/Contact
Contact : . Description : @

Contact Type :
Additional Contact :
Additional Contact Type :

Highway Project component

The fields in the Highway Project component are available on the Major Program, Program, and Program
Phase pages. If the Federal Agreement information varies between one or more program phases, it is
typically entered on the Program Phase page. These fields are used to identify where a project is
happening and what type of project it is. Refer to department procedure for the specific use of each
field.

Generic fields in this component can be used to identify the location of the project:

= Station

= County

=  Building Number

=  Parcel Number

=  Area

=  Project Site - can be used to enter any information about the site of a project that is not
captured in another field
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Some fields are specific to roadway projects:

43

= Highway Project
Project Agreement Humber :
Federal Aid Project Humber :
Board Entity :
Legislative Entity :
Indian Reservation :
Type of Transportation Project :
FHWA Improvement Type :
Highway Functional Class :
Secondary Road Plan :
Enttity :

Station :

Work Description :

County :

Mile Post Start :
Mile Fost End :
Mile Post Length :

Building Humber :

Parcel Humber :

Corridor :

Area:

Project Site :

Federal Route :

Federal Section :

Federal District :

Federal Sequence Humber :

Direction :

Type of Transportation Project
FHWA Improvement Type
Highway Functional Class

Secondary Road Plan
Mile Post Start
Mile Post End

Mile Post Length (auto populated by AFIS)

Corridor
Direction

= Highway Project

Project Agreement Humber :
Federal Aid Project Humber :
Board Entity :

Legislative Entity :

Indian Reservation :

Type of Transportation Project :
FHWA Improvement Type :
Highway Functional Class :

Secondary Road Plan :

Entity :
Station :

Work Description :

County :

[

Mile Post Start :
Mile Post End :
Mile Post Length:

Building Humber :

Parcel Humber :

Corridor :

Area:

Project Site :
Federal Route :
Federal Section :
Federal District :

Federal Sequence Humber :

Direction :
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Key fields for Federally-funded projects include:

= Federal Route

= Federal Section

=  Federal District

= Federal Sequence Number

= Highway Project

Project Agreement Humber : County : a
Federal Aid Project Humber : Mile Post Start :
Board Entity : Mile Post End :
Legislative Entity : Mile Post Length :
Indian Reservation : Building Humber :
Type of Transportation Project : Parcel Humber :
FHWA Improvement Type : Corridor :
Highway Functional Class : Area:
Secondary Road Plan : Project Site :
Entity : Federal Route :
Station : Federal Section :
Work Description : i Federal District :
Federal Sequence Humber :

il Direction : -

Fixed Asset Information component

The optional Fixed Asset Construction Program Level field is used to enable the Program Asset
Generation process. This process automates the creation, management, and recognition of capital
balances with regard to construction projects. This process will generate fixed asset documents that
increase the dollar value, change the Fixed Asset Type, and cancel Fixed Asset Components.

The Fixed Asset Construction Program Level field identifies the level at which assets will be created:
Program or Program Phase. Guidance for completion of this field is as follows:

= Select Program if costs for all Phases of a project are eligible for capitalization to a single asset

=  Select Program Phase if costs for only some Phases of a project are eligible for capitalization or
each phase need to be capitalized separately

= Leave the field blank if the Program Asset Generation process will not be used for the Program
(costs from the Program should not be associated with a Fixed Asset record)

+ Fixed Asset Information

Fixed Asset Construction Program Level : -
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Program Asset Generation Process
The Program Asset Generation process provides a relationship between a construction project and a
capital fixed asset, including betterments. Key features of the process include those listed below.

=  Automatically loads accumulated costs to the value of the fixed asset on a periodic basis
= Accumulates only eligible project costs based on object code, activity code, and posting code
= Provides the ability to review the project costs and adjust if necessary prior to posting to a fixed
asset
=  Provides the ability to see all fixed assets and accumulated costs associated with a project
See Application Help and the Cost Accounting Run Sheets (available in the User Guide Download section
of Application Help) for additional information on the Program Asset Generation process.

Program Dates component

The fields in the Program Dates component are typically used to record and report on project milestone
dates. The fields available are illustrated in Figure 4 and are populated according to department
procedure.

Figure 4: Milestone Date Fields in the Program Dates Component

= Program Dates
Award Date : In Service Date :
Authorization Date : Critical Date :
Planned Program Start Date :
Actual Program Start Date @

Program Substantial Completion Date :

Encumbrance Availability Date :
Last Billed Date :
Final Payment Date :

HAOOOA

Funding Expiration Date : Last Action Date :
Project End Date :

Project Close Date :

O

AcTiviTy 3.2
View an Existing Program

Scenario
View a record on the Program Setup (PROG) page established for the Loop 707 Bridge 1 component of
the AZ Expressway Project. This program will utilize the automated reimbursement process in AFIS.

Setup
v User is logged in to the AFIS Home Page.
v The Major Program record for the AZ Expressway Project has been established.
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A. Navigate to the Program Setup (PROG) page and view a Program record established for the Loop
707-Bridge 1 component of the AZ Expressway Project.

1.

vk wN

In the Jump to field, enter PROG.

Click Go. The Program Setup page is displayed.

Click Search. A search window is displayed.

In the Program field, enter LOOP707-B1.

Click Ok. The Program record for the Loop 707-Bridge 1 project is displayed in the grid.

Program Setup

=
(i)
=]
=
L]

- N - Billing
Department Program Hame Major Active Effcetivel[Eticctve Agreement Reimb Status
Program From To Date
~ DTA LOOPTO7-B1 LOOP 707 BRIDGE 1 AZEXP Yes 1000172014 Allowed for Reimbursement

First Prew hlext Last  Aftachmerts

B. View information in the General Information component.

Click the General Information component to expand it.

Notice the Effective From and Effective To date fields are blank, but the Billing Agreement Date
field is populated.

Notice the Reimb Status field indicates the Program is allowed for reimbursement.

Notice the Reimb Eligible check box is checked, indicating this Program is utilizing the
automated reimbursement process.

= General Information
*Department : oTa e Effective From : B
*Program : | nOpP7O7-B1 Effective To : =
Auto Generate : [ Billing Agreement Date © 10012014 B
Prefix : Active @ [
*Hame : | ooP 707 BRIDGE 1 Budgeting : [
*Short Hame : 707 BRIDGE 1 Reimb Status @ ajovwed for Reimbursement -
*Major Program @ s 7Exp R Reimb Eligible : [
Sub Account : Reclass Exclusion @ [
Site Location : Major Program Effective Start Date :
Program Status : 2 Major Program Effective End Date :

C. View information in the General Options component.

Click the General Options component to expand it.

Notice the Drawdown Group field. This field is populated when a single drawdown request
should be generated for multiple Programs using the automated reimbursement process.
Notice the Grant ID field. This field is populated with a Grant ID from the GLM module in AFIS,
when a Program should be associated with a grant award. For this example, the Grant ID field is
not populated.

= General Options

Drawdown Group : & Grant 1D :

[

Drawdown Department : Grant ID Hame :

Contract Withholding Exempt :
Drawdown Unit : 9 pt: |
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D.

E.
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View information in the Rollups component.

1. Click the Rollups component to expand it.

2. Notice the four levels of rollup available to support State and department reporting needs.
= Rollups

Program Class :
Program Category :
Program Type :

5 B & |

Program Group :

View the information in the Description/Contact component.

1. Click the Description/Contact component to expand it.

2. Inthe Contact field, notice a name has been selected from the pick list.

3. Inthe Contact Type field, notice that Project Manager has been entered to identify the role of
the individual selected in the Contact field.

4. Inthe Additional Contact field, notice a second name has been entered.

5. In the Additional Contact Type field, notice that the Additional Contact has been identified as
the Reports Lead.

= Description/Contact
Contact : g A | Description : -

HEALR ACCOUMTANT
B02-542-1671

varzha shahi@azdhs gov
Contact TWPE © Project Manager

Additional Contact : Tiffany Franks
Additional Contact Type ! Renorts Lead

View the information in the Highway Project component.

1. Click the Highway Project component to expand it.

2. Notice the County, Area, Station, Building Number, Parcel Number, and Project site fields that
are available to identify the location of a project.

3. Notice the Mile Post Start, Mile Post End, Mile Post Length (auto populated by AFIS), Corridor,
Highway Functional Class, Direction, Type of Transportation Project, and FHWA Improvement
Type fields that are used to capture information about roadway projects.

4. Notice the Federal Route, Federal Section, Federal District, and Federal Sequence Number
fields that are used to capture information about Federally-funded projects.
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= Highway Project

Project Agreement Humber : County : e
Federal Aid Project Humber : Mile Post Start :
Board Entity : Mile Post End :
Legislative Entity : Mile Post Length :
Indian Reservation : Building Humber :
Type of Transportation Project : Parcel Humber :
FHWA Improvement Type : Corridor :
Highway Functional Class : Area:
Secondary Road Plan : Project Site :
Entity : Federal Route :
Station : Federal Section :
‘Work Description : J Federal District :
Federal Sequence Humber :

- Direction : -

G. View the information in the Fixed Asset Information component.

1. Click the Fixed Asset Information component to expand it.

2. Inthe Fixed Asset Construction Program Level field, click the drop down arrow to view the two
levels available to link a fixed asset record with the cost structure. The costs for this Program are
being tracked at the Program-Phase level.

= Fixed Asset Information

Fized Asset Construction Program Level: program-Phase -

H. View the information in the Program Dates component, then return to the Home Page.

1. View the optional date fields that are available to capture milestone project dates.

= Program Dates

Award Date : E In Service Date :
Authorization Date : B Critical Date :
Planned Program Start Date : B Encumbrance Availability Date :

Actual Program Start Date :
Program Substantial Completion Date :

Last Billed Date :
Final Payment Date :

O e 5

Funding Expiration Date : Last Action Date :
Project End Date :

Project Close Date :

[ B B EDE

2. Click Home on the Primary Navigation Panel to return to the Home Page.

3.3. Phase and Program Phase

Phase (PHASE)

The Phase element is utilized for projects to capture financial transactions by different stages. Examples
of common phases for projects are scoping, design, and construction. Phase codes can be used across all
Programs within an individual Department, and are not unique to a single Program. Phases have been

48



AFIS | Cost Accounting

established by departments that are using this element and generally do not change over time. Unlike

other elements, Phases do not have date or processing controls associated with them, but Phases are

utilized in establishing and controlling budgets for projects. Project budgets are covered in more detail

in the Cost Accounting Budget Structures lesson.

Phase

Department Phase Hame Active

~ 100 CHST  COMSTRUCT Yes
1m CMST  COMSTRUCT Yes
102 CHNST  COMSTRUCT Yes
103 CHST  COMSTRUCT “es
104 CHST  COMSTRUCT “Yes

First Prew hest Last

Save Undo Delete Inserdt Copy Paste  Search

‘Department @ {70 4

el

‘Phase : opsT

Hame @ copsTRUCT

*Short Hame : ~opSTRUCT
Active : [
Budgeting : [

Program Phase (PHPRG)
To utilize a Phase for a specific Program, the Phase must be associated to the Program on the Program

Phase (PHPRG) page. More than one Program Phase can be associated to a Program. Add as many

Phases as needed for the Program.

General Information component
Key fields in this component are listed below.
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Phase - Select an existing Phase from the pick list
Program - Select an existing Program from the pick list

Effective From and Effective To - control when AFIS allows transactions to be created for the
Program Phase. These optional dates may be entered for the Phase, if required by department
procedure

Billing Agreement Date - required if the Program Phase is eligible for reimbursement. The date
is inferred from the Program; however, a later date may be entered on PHPRG, if appropriate
for the Phase. The Billing Agreement Date determines when billing may start for a Program
Phase. A drawdown request for the Program Phase combination will not be generated by the
automated reimbursement process until on or after the Billing Agreement date

Reimbursement Eligible - tells AFIS whether the PHPRG is using the automated reimbursement
or front end split process. The setting for this check box is inferred from the Program
component but may be changed
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o This check box should be checked for projects utilizing the AFIS automated reimbursement
or front end split process

o This check box should be unchecked for projects not utilizing the AFIS automated
reimbursement or front end split process

= Reimbursement Status - select Allowed for Reimbursement for all projects. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

Program Phase

Menu H

Phase Short Program Short Billing Agreement - Reimbursement -
Department Phase Hame Program Hame Date Active Eligible Reimbursement Status
~ 100 CMST  CONSTRUCT FAPROG  FAPROG 1000172014 Yes Yes Allovweed for Reimbursement

First Prev Mext Last  Aftachmerts

Save Undo Delste Insert Copy Paste  Search # B
= General Information

‘Department : 4 & Effective From Date : g701/2014 B

*Phase : cpnsT Y Effective To Date : 10012015 B

*Phase Short Hame : copsTRUCT Billing Agreement Date : q;01,2014 B
*Program @ Faprpoc & Active : [
*Program Short Hame : Faproc Reclass Exclusion: [~
Sub Account : Reimbursement Eligible : [

Site Location : Reimbursement Status @ a)oywed for Reimbursement -
Program Status : P Program Effective Begin Date : 07/01/2014

Program Effective End Date : {0/01 /2015

Highway Project component

The fields in the Highway Project component are available on the Major Program, Program, and Program
Phase pages, and are entered according to department procedure. If the Federal Agreement information
varies between one or more program phases, it is typically entered on the Program Phase page. See
Topic 3.2 Program Setup for additional information about the fields in this component.

Fixed Asset Information component

The Fixed Asset Construction Program Level field is optional and used to enable the Program Asset
Generation process. As mentioned in the Program Setup topic, this process automates the creation,
management, and recognition of capital balances, with regard to projects. The process will generate
fixed asset documents that increase the dollar value, change the Fixed Asset Type, and cancel Fixed
Asset Components. The Fixed Asset Construction Program Level field may be enabled at either the
Program or Program Phase levels.

= |f Program or (blank) is selected in the Fixed Asset Construction Program Level on the Program
Setup page, then the Fixed Asset Construction Program Level field on the Program Phase page
must be unchecked

= |f Program/Phase is selected in the Fixed Asset Construction Program Level on the Program
Setup page, then the Fixed Asset Construction Program Level field on the Program Phase page
may be checked. This field should be checked if the costs from that Phase should be capitalized;
unchecked if the costs from the Phase should not be capitalized
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= Leave the field blank, if the Program Asset Generation process will not be used for the Program
(costs from the Program should not be associated with a Fixed Asset record)

= Fixed Asset Information

Fixed Asset Construction Program @ [

AcTivity 3.3
View an Existing Phase and Program Phase

Scenario

View the existing Phases for the ADOT. View the Engineering Phase associated with the Program for the
Loop 707-Bridge 1 project. For the purposes of this scenario, only the Engineering Phase of this project
has been established.

Setup
v' User is logged in to the AFIS Home Page.
v" The Major Program and Program records have been established.
v" The Engineering phase for Department has been established.

Steps
A. Navigate to the Phase (PHASE) page and view the existing Phases for Department.

1. Inthe Jump to field, enter PHASE.

Click Go. The PHASE page is displayed.

Click the Search link. The Search window is displayed.
In the Department field, enter DTA.

vk wN

Click OK. The Search results are displayed in the grid.

Phase

Department Phase Hame Active

« DTA 2 Phase & Yes
DTA B Phase B Yes
DTA BP Test Phaze Yes
DTA C Construction Yes
DTA D Design s
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6. Under the grid, click the Next link, twice, to navigate to the Engineering (ENG) Phase.

7. Inthe grid, click Engineering (ENG) Phase. Notice the details for the phase displayed in the lower

section of the screen.

Department Phase Hame Active
CTa, OT&s  DTATestsS Yes
DTa DT&E  DTA TestE Yes
~ DTA ENG ERGIMNEERIMG Yes
DA L Location Yes
oTA M Grand Canyon Airport Yes
Firat Pres texdt |Last

Save Undo Delete Insert Copy Paste  Search
‘Department @ 074 A
‘Phase : pyo

*Hame : FycINEERING

*Short Hame : £ GINEERING
Active : [
Budgeting : [

B. Navigate to the Program Phase (PHPRG) page.

1. Inthe Jump to field, enter PHPRG.
2. Click Go. The Program Phase page is displayed.

C. View the record created on PHPRG to associate the Engineering Phase to the Program record for the

Loop 707-Bridge 1 component of the AZ Expressway Project, then return to the Home Page.

1. Click Search. A Search window is displayed.

2. Inthe Phase field, enter ENG.
3. Inthe Program field, enter LOOP707-B1.
4. Click Ok. The Engineering Phase record for the Loop 707-Bridge 1 Project is displayed.
5. View the information in the General Information component.
Program Phase
Menu B
Department Phase Pha::r::ort Program Prog}r‘:nn:eshort Billing .ll\]gtr:ement Active ReimEI:;;ri:rement Reimbursement Status
~ DTA ENG ENGINEERING LOOPTO7-B1 707 BRIDGE 1 A0/01/2014  Yes Yes Allowved for Reimbursement

First Prew et Last  Attachments

Save Undo Delete Ingedt Copy Paste  Search  # B
= General Information

‘Department : o & Effective From Date : B
‘Phase : pyc & Effective To Date : B
*Phase Short Name : FpyciMEERING Billing Agreement Date : 1q,01,2014 B
*Program : | nop707-B1 & Active : [
*Program Short Hame : 707 BRIDGE 1 Reclass Exclusion: [~
Sub Account : Reimbursement Eligible : [
Site Location : Reimbursement Status @ a)oywed for Reimbursement -
Program Status : & Program Effective Begin Date :
Program Effective End Date :

6. Click the Fixed Asset Information component to expand it.
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7. Notice the Fixed Asset Construction Program field is checked, indicating that costs accumulated
for this Program/Phase combination are being tracked.

= Fixed Asset Information
Fixed Asset Construction Program : ||

8. Click Home on the Primary Navigation Panel to return to the Home Page.

3.4. Overview of the Program Period Hierarchy

In AFIS, the Program Period is the element that is used to identify time periods for grants and projects.
Often it is used to establish an award period or fiscal year. Program Periods can be segregated into more
discrete time periods by Stage Profiles. Stage Profiles also provide the ability to control the type of
financial transactions that can be initiated within a given date range. Finally, Stage Definitions capture
the actual date ranges for each Stage, within the Stage Profile.

Figure 5 illustrates the Program Period hierarchy within the larger cost Structure.

Figure 5: Program Period Hierarchy with the Cost Structure

| MJPRG Class
| MJPRG Category
| MJPRG Type
| MJPRG Group

Major Program

PROG Class
PROG Category
PROG Type
Program Period Program(s) Funding Profile(s)
10/01/2015-9/30/2016 I
Stage Profile Funding Priority
Stage 10: Operating e —
Stage 20: Close O
Funding Line FundingLine
< Stage Definition Federal State
Stage 10:0perating—10/01/201M5t0 9/30/2017 X
Stage 20° Closeout-10001/2017 - 12/31/2017
Internal Buyer

Funding Line(s)
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Next we will look in detail at each of these components of the Program Period hierarchy.

3.5. Establish a Stage Profile

Although the Program Period, Stage Profile, and Stage Definitions are often displayed in a hierarchical
structure, the Stage Profile is actually created first.

Stage Profiles establish standardized time frames to be used in association with a Program Period and
are most commonly used for grants. The time frames within a Stage Profile are called Stage Profile Lines
or Stages. Stage Profiles and their associated Stages are given the unique date parameters specific to an
individual grant award period through the completion of Stage Definitions. The same Stage Profile may
be used for multiple grants within a Department as long as the time period requirements and
restrictions are identical.

The Stage Profile is established on the Stage Profile Select (STPFST) page. A Stage Profile consists of
three components: the Stage Profile Summary, the Stage Profile Lines, and the Line Events/Document
Codes.

Stage Profile Summary Component
The Stage Profile Summary identifies the department associated with the Stage Profile, establishes a
two-character Stage Profile code and a Stage Profile Name.

Close Stage Profile

« Stage Profile

Stage Profile Line Stage Profile Summany
Line Event / Doc Codes Save Undo Delete Insert Copy Paste  First Prev Me
‘Department : n7a A
DEPT OF TRAMNSPORTATION

*5tage Profile : ga,
Stage Profile Hame : ga < pPROFILE

# Staoe Profile Select

Stage Profile Line Component

The Stage Profile Lines are often referred to as Stages. The Stages are used to define time periods within
a Program Period that have unique requirements for allowed financial events and/or document
processing. In this component, the Department and Stage Profile fields are inferred from the Stage
Profile Summary component. The fields used to define a Stage are:

= Stage Sequence - This field governs the order in which Stages are displayed in AFIS on the Stage
Definition page

= Description - This field is a free form field used to define the Stage
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Unique controls can be setup for each stage; therefore, the number of stages established for a grant
depends on the transactional restrictions established in the grantor’s Notification of Award. Common
stages for grants are Pre-Processing, Operating, and Closeout. More stages can be created if there is a
need to control financial transactions in more detailed time periods.

Close Stage Profile
Stage Profile
~" Stage Profile Line Stage Profile Line Summary

Line Event ! Doc Codes

Department Dept Hame Stage Profile Stage Sequence Description
+ DT& DEPT OF TRANSPORTATION BA& 10 Pre-Processing

DTa DEPT OF TRANSPORTATION BA 20 Operating
DT4 DEFT OF TRANSPORTATION BA 30 Cloze-Out

Firat Prew Mext Last

Details
Save Undo Delete Insert Copy Paste

Department : DTA

DEPT OF TRANSPORTATION
Stage Profile : Ba,

*Stage Sequence : |

Description : pre processing

AFIS determines the Stage that applies to a transaction based on the program period inferred from the
record date of the document.

It is best practice to establish Stage Sequences with gaps in numbering to allow later insertion of
additional Stages, if necessary. Most often Stages are numbered 10, 20, 30, etc.

Stage Profile Line Events and Document Codes Component

The Stage Profile Line Events and Document Codes are used to specify the accounting events and
documents either allowed or restricted during each Stage. The fields available to define allowed or
restricted transactions are as follows.

= Doc Code - This field defines the document code that should be allowed or restricted; you may
use ALL to include all document codes

= Event Type - This field defines the event types for the specific document code that should be
allowed or restricted; you may use ALL to include all event types

= Trans Restriction - The options for the doc code/event type combination are: No Transaction
Restrictions, Restricted to Referencing Transactions, Restricted to Modification Transactions,
and Restricted to Referencing and Modification Transactions
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Close Stage Profile
Stage Profile
Stage Profile Line Stage Profile Line Event Types and Document Codes Summany

-~ Line Event / Doc Codes
Department Stage Profile Stage Sequence Line Doc Code Event Type Trans Restriction

~ DTA B, 20 1 ALL ALL ko Transaction Restrictions
First Prew Mext Last

Details
Save Undo Delete Inzert Copy Paste

Department : DTA,

DEPT OF TRAMSPORTATION
Stage Profile : B2,

Stage Sequence : 20

Line : 1
| Doc Code : o) | A
Event Type : o)) A
Trans Restriction © ), Transaction Restrictions M

For example, during an unrestricted Operating Stage or benefit period, all document codes and event
types are allowed. During the Closeout Stage, new cash transactions are not allowed; however, non-
encumbrance documents such as a Journal Voucher or a payroll document may be created. In addition,
transactions that reference or modify an existing transaction are allowed.

At this time, the State is not using Stage Profiles, but for future reference, the steps necessary to create
a Stage Profile are as follows:

1. Navigate to the Stage Profile Select (STPFST) page.
2. Click the Add Stage Profile link.

Stage Profile Select

Browse Clear

Department :
Stage Profile :
Department Dept Hame Stage Profile  Stage Profile Hame
~ DTA DEPT OF TRANSPORTATION BA BASIC PROFILE

Copy First Prev Mext Last

T wiewe Stage Profile

Y ] Sti_%e Profils

3. Enter the Department code.

4. Enter a two character Stage Profile code and the Stage Profile name.

Stage Profile

Stage Profile Summany

Save Undo Delete Insett Copy Paste First Prew hlext Last
*Department : o4 S
DEPT OF TRANSPORTATION
*Stage Profile : ga

Stage Profile Hame @ gasic PROFILE

T Stage Profile Select
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10.
11.

12.
13.

14.

15.

16.

On the Secondary Navigation Panel, click Stage Profile Line.

Click the Insert link. A line is added to the grid.

Close Stage Profile
Stage Profile
« Stage Profile Line Stage Profile Line Summary

Line Event !/ Doc Codes
Department Dept Hame Stage Profile Stage Sequence Description

First Prew Mext Last

Details
Save Undo Delete Copy Paste

Department

In the Stage Sequence field, enter a numeric code (for example, 10).

Enter a description of the Stage (for example, Operating).

Click Save.
Cloze Stage Profile
Stage Profile
+" Stage Profile Line Stage Profile Line Summary
Line Event / Doc Codes
Department Dept Hame Stage Profile Stage Sequence Description
«~ DTA DEPT OF TRAMNSPORTATION BA 10 Opersting

Firzst Pres Mext Last

Details
Save Undo Delete Insert Copy Paste
Department : DTL
DEPT OF TRAMNSPORTATION
Stage Profile : o
*Stage Sequence : 4

Description © | opersting

4

Repeat for additional Stage Profile Lines.

In the Stage Profile Line grid, select the Stage that requires Line Event/Doc Code
restrictions/allowances.

On the Secondary Navigation Panel, select Line Event/Doc Codes.
Click the Insert link.

In the Doc Code field, enter the document code that will have restrictions or allowances. Enter
ALL if all document codes will have the same controls.

In the Event Type field, enter the Event Types that will be restricted or allowed. Enter ALL if all
event types will have the same controls.

From the Trans Restriction pick list, select the appropriate control.



17.

18.

19.

20.
21.
22.

3.6.
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Click Save.
Close Stage Profile
Stage Profile
Stage Profile Line Stage Profile Line Event Types and Document Codes Summany
~" Line Event / Doc Codes
Department Stage Profile Stage Sequence Line Doc Code Event Type Trans Restriction
~ DTA BA 10 1 ALL ALL Mo Transaction Restrictions
First Prewv hext Last
Details
Save Undo Delste Insert Copy Paste
Department : DT 2
DEPT OF TRAMNSPORTATICON
Stage Profile : 5o,
Stage Sequence: 10
Line:1
Doc Code: a)| o
Event Type: 4| Ao
Trans Restriction : 1o Tranzaction Restrictions -
# Stage Profile Select
Repeat as necessary to establish the desired controls.
Navigate to the Stage Profile Line component to select the next Stage that requires controls,

then return to the Line Event/Doc Codes component and repeat steps 12 through 17 to enter

controls for the remaining Stages.

Click Save.
Click Close.

Click Home.

Establish a Program Period

In AFIS, the Program Period is the element used to identify the award period or fiscal year. The Program

Period is inferred on a financial transaction based on the document record date. This inference was

established in the Reporting Basis field on the Major Program record for the grant or project.

Program Period (PPC)

The Program Period is established on the Program Period (PPC) page. The page contains four

components: General Information, General Options, Contact/Description, and Funding Identification.

General Information Component

The General Information component associates the Program Period with the Major Program that

identifies the grant or project.

Department - Enter or select the Department code for the Department associated with the

Major Program
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Major Program - Enter or select the Major Program code to be associated with the new Program
Period. The Major Program Name will be inferred from MJPRG when the record is saved

Program Period - Enter a Program Period code
Program Period Name and Short Name - Enter a Program Period Name and Short Name

Program Period Inf From and Program Period Inf To - These date fields are used to define the
beginning and ending dates of the award period or fiscal year. This date range is typically a one
year period, but may be a two year period for grants that are awarded every two years. It is
important to note that if there are multiple entitlement years open, the inference dates cannot
overlap

Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

= General Information
*Department : 102 & *Program Period Inf From : g0 02015 E3
*Major Program : qgomp a *Program Period Inf To: g2y 7020016 E3
*Major Program Hame : 2 oot Active : [
*Program Period Sequence : 4 Budgeting : [
“Program Period : 4215 Reimb Status : a\cyved for Reimbursement =
“Program Period Name : 102 Heatth Impr Major Program Effective Start Date :
*Short Hame : o) Major Program Effective End Date :
Total Clearance Percentage @ g

General Options Component
When Stage Profiles are used, the Stage Profile field in the General Options component is used to
identify which Stage Profile is used with this Program Period. The Stage Definition field is populated by

AFIS based on the setting in the Stage Definition check box on the Major Program.

- General Options

Stage Definition : ko
Stage Profile : i

Note: If the Stage Definition check box is left unchecked when the Major Program is established, the user

is not allowed to enter a Stage Profile for the Program Period.

Description/Contact Component
The Contact field may be used to identify who to contact for additional information about the Program

Period record.
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Funding Identification Component

This component is used to capture funding information about the project or grant. As mentioned earlier
in this lesson, the Federal Appropriation Setup field on the Major Program record instructs AFIS to look
for funding information either at the Program Period or Funding Line levels. Normally, this information
will be entered here on the Program Period page.

# Funding ldentification

Federal Catalog Agency @ Fras, & SEFAID :
Federal Catalog Prefix : op SEFA Description @
Federal Catalog Suffix : aqp P

&
Federal Agency Hame : Department of Transportation Federal Highway Administration

Federal Appropriation Ho. : A, Common Accounting Ho. :

External Account Ho. :

Letter of Credit Ho. :

Construction Budgeting Authority Ho. :

Federal Payment Systemn :

The CFDA number is identified using the Federal Catalog Agency and Federal Catalog Suffix fields in the
following manner:

1. Select a value from the Federal Catalog Agency pick list. Valid entries for this field are
established on the Federal Agency (FEDAGCY) page

2. The Federal Catalog Prefix field is populated by the selection from the Federal Catalog Agency
pick list, based on entries in the Federal Agency (FEDAGCY) page. This represents the first two
digits of the CFDA number

3. Select a value from the Federal Catalog Suffix pick list. This represents the last two or three
digits of the CFDA number

If a Federal program does not have an assigned CFDA Number, enter values in the SEFA ID and SEFA
Description fields to assign an ID. Please contact GAO for guidance.

SEFAID :
SEFA Description :

If the CFDA Validation Required check box is checked for the Major Program associated with the
Program Period, then the Federal Catalog Prefix field and Federal Catalog Suffix field values entered in
this component are validated against the CFDA Number table to ensure it is a valid value.
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The Federal Appropriation number is populated in the Federal Appropriation No. field. New Federal
Appropriation Numbers must first be established on the Federal Appropriation Number (FAN) page
before they can be entered on the PPC page. See Figure 6 for a sample entry on the FAN page.

Figure 6 Federal Appropriation Number (FAN) Page

Federal Appropriation Humber

Federal Appropriation Humber Hame
~ FMNZE FO1506.4
FMZT FO1507 .4
L20E FHYWA Program L20E
Luzo SAFE RITES SCHOOL INFRA 70%

First Prev Mext Last

Save Undo Celete [nsert Copy Paste  Search

*Federal Appropriation Humber

*Hame

*Short Hame

Demo Program :

*FMSE
*|FO1S06.4

*|FO1S06.4

Optional

-

AcTiviTy 3.6
View an Existing Program Period

Scenario
View a Program Period that has been established for the AZ Expressway Project.

Setup
v' User is logged in to the AFIS Home Page.
v" The Major Program and Program records have been established.

Steps

A. Navigate to the Program Period page (PPC) and search for the Program Period record created for the
2015.

In the Jump to field, enter PPC.

Click Go. The Program Period page is displayed.

Click Search. A Search window is displayed.

In the Major Program field, enter AZEXP.

In the Program Period field, enter 2015.

Click Ok. The Program Period record for the AZ Expressway Project is displayed.

ok wWwNPRE
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B. View information in the General Information component.

1.

Notice the Program Period Inf From and Program Period Inf To fields which define the award
period or fiscal year for the project.

= General Information
‘Department : oo & “Program Period Inf From : 401 /2014 |
*Major Program : s 7gxp a *Program Period Inf To : gos0201 5 |
*Major Program Hame : s 7 Epreszway Active : [
*Program Period Sequence : Budgeting : [
“Program Period ; o015 Reimb Status: sjgwed for Reimbursemert -
rogram Period Hame : ajor Program Effective Stal e:
‘P Period H 2015 AFEXP Major P/ Effective Start Dat
*Short Hame : 2015 o 7Exp Major Program Effective End Date :
Total Clearance Percentage : qp

C. View information in the General Options component.

1.
2.

Click the General Options component to expand it.
Notice the Stage Definition field is No (this is populated from the Major Program record).
w General Options

Stage Definition : ko
Stage Profile : &

D. View information in the Funding Identification component.

3.7.

Click the Funding Identification component to expand it.

View the Federal Agency code identified in the Federal Catalog Agency field.

Notice the CFDA number identified in the Federal Catalog Prefix and the Federal Catalog Suffix
fields.

Notice the SEFA ID and SEFA Description fields are blank (these fields are available for use when

a Federal program does not have a CFDA Number).
# Funding ldentification

Federal Catalog Agency @ Fryaya o SEFAID :
Federal Catalog Prefix: 2 SEFA Description ;
Federal Catalog Suffix: g A

Federal Agency Hame : Department of Transportation Federal Higheaay Administrstion s
Federal Appropriation Ho. : @& Common Accounting Ho. :
External Account Ho. :
Letter of Credit Ho. :

Construction Budgeting Authority Ho. :

Federal Payment System :

Click Home on the Primary Navigation Panel to return to the Home Page.

Establish Stage Definitions

When Stage Profiles are used, Stage Definitions are created to enter the unique dates associated with

Stages for a specific Program Period.
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Stage Definition Setup

The Stage Definition Setup page is different from most pages in AFIS because the only effective way to
navigate to the page is through a link at the lower left corner of the associated Program Period page.
This is because most information on the Stage Definition Setup page is inferred from the Program Period
record.

A user cannot add, modify, or delete Stages on the Stage Definition Setup page. Changes to the Stage
Profile must be done on the Stage Profile Select (STPFST) page before the Stages can be defined with
Stage Start Dates and Stage End Dates on the Stage Definition Setup page.

The Stage Start Date for the first Stage Sequence is equal to the Program Period Inf From date, unless a
Pre-Processing Stage is included in the Stage Profile. The Stage End Date for the last Stage Sequence is
equal to the end date of the grant Closeout period. Time gaps between the Stages are not permitted.
The Stage Start Date of the second Stage must be one day following the Stage End Date of the previous
Stage.

For example, the Stage Start Date and Stage End Date for the Operating Stage often aligns with the two
year spending timeframe allowed by the grantor. The Stage Start Date and the Stage End Date for the
Closeout Stage aligns with the dates set by the grantor for closeout activities. For Federal Programs, this
is normally a 90 day period following the end of the two year spending period.

At this time, the State is not using Stage Profiles and Stage Definitions, but for future reference, the
steps necessary to create Stage Definitions are as follows:

1. From the Program Period record that is configured to use Stage Profiles, click the Stage
Definition Setup link at the lower left corner of the screen.

¥ Stage Definition Setu::-! T Ml Setup

¥ Major Program Select

2. The Stage Definition page is displayed. Notice that information from the Program Period page is
auto populated at the top of the screen.

Stage Definition Setup

First Prev Mext Last

Copy

63

Department :

Major Program :

Major Program Hame :
Program Period Sequence :
Program Period :
Program Period Hame :
Program Period Inf From :
Program Period Inf To :
Stage Profile :

Stage Profile Hame :
Stage Definition :

Reimb Status :

Total Clearance Percentage :

DTA
BRIARO1
BRIAR RIDGE ROAD
2
2016
BRIARD1 2016
02ME2016
02M 52017
BA
BASIC PROFILE
Yes
Alloweed for Reimbursement

0.00
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3. Notice that the Stages from the Stage Profile Select page are populated on the lower half of the
screen. The Stage Sequence Number, and Stage Description are displayed for each Stage.

Stage Sequence Humber Stage Description  Stage Start Date Stage End Date

ks 10  Pre-Processing
20 Cperating
30 Close-Out

Copy  First Prev Mext Last

Ok Cancel

4. Enter a Stage Start Date and Stage End Date for each Stage in the Stage Definition Setup page.
Remember, time gaps between the Stages are not permitted, and the Stage Start Date of the
next Stage must be one day following the Stage End Date of the previous Stage.

Stage Definition Setup

First Prev Mest Last

Copy

3.8.

Stane Sequence Humber

' 10
20

30

Copy  First Prev Mext Last

Department :

Major Program :

Major Program Hame :
Program Period Sequence :
Program Period :
Program Period Hame :
Program Period Inf From :
Program Period Inf To :
Stage Profile :

Stage Profile Hame :
Stage Definition :

Reimb Status :

Total Clearance Percentage :

DT
BRIARDT

BRIAR RIDGE ROAD
2

2ME

BRIARDM 2016

021 62016
02327

BA,

BASIC PROFILE
Yes

Allowed for Reimbursement -

0.0o

Stage Description  Stage Start Date

Pre-Processing 010142016
Cperating 021 6I2016
Cloze-Cut O2H 652017

Stage End Date
021572016
021552017

031352017

Ok Cancel

Click OK to return to the PPC.

Establish a Funding Profile Hierarchy

The Funding Profile hierarchy is required for projects and grants that use the AFIS automated
reimbursement process. The hierarchy is established on the Funding Profile Select (FPRFLST) page and
consists of the Funding Profile, Funding Priority(s), Funding Line(s), and Internal Buyer Funding Line(s).
This hierarchy may also be used to record funding information when the Major Program Split Type field
is set to No Automated Splits — Manual (in this case, drawdown requests are calculated outside of AFIS).

64



AFIS | Cost Accounting

Funding Profile Overview

The Funding Profile can be used for billing business rules within the Major Program. It captures the
reimbursement structure for the project or grant, tracks all of the details related to the funding
source(s) and funding agreement(s), and drives the reimbursement process.

At least two types of Funding Profiles are established for each reimbursable Major Program: eligible and
ineligible. An eligible funding profile identifies the funding details for participating or reimbursable
expenditures; an ineligible funding profile identifies the funding details for non-participating or non-
reimbursable expenditures. Normally only one ineligible Funding Profile is created for each Major
Program; however, multiple eligible Funding Profiles can be created as needed to reflect the various
funding agreements for the Major Program.

Funding Profile Select

Brovese Clear
Department :

Major Program : s 7Exp
Funding Profile :

Department Major Program  Funding Profile  Funding Profile Hame Effective From  Effective To  Active
v DTA ATEXP AZEX-E AFEXP ELIGIBLE Yes

DTA ATEMP AZEXA AZEXP INELIGIBLE Yes
Copy  First Prev Mext Last

# Wiewy Funding Profile

# Add Funding Profile

The General Accounting and Cost Accounting Chart of Accounts elements, listed below, have a check
box to indicate whether the element is eligible for reimbursement in AFIS.

=  Program

=  Program Phase

=  Object

= Activity
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Program Setup

Department Program Hame Major Program  Active Effective From Effective To  Billing Agr.
~ DTA LOOP7FO7-B1 LOOP 7O7 BRIDGE 1 AZEXP Yes

First Prev Mext Last  Aftachments

Save Undo Delete Inzert Copy Paste Search Fh

= General Information

*Department @ LTa i Effective From : BER
*Program : |_oop7o7-B1 Effective To: En
Auto Generate @ [ Billing Agreement Date : 40,01 2014 ER
Prefix : Active : [
*Hame : | 0op 707 BRIDGE 1 Budgeting : [
*Short Hame : 707 BRIDGE 4 Reimb Status @ ajgwed for Reimbursement -
*Major Program : o rExp e I Reimb Eligible ; |[»# I
Sub Account : Reclass Exclusion: [
Site Location : Major Program Effective Start Date :
Program Status : o Major Program Effective End Date :

Funding Profile Inference Pages

A series of pages, referred to as funding profile inference pages, are used to associate unique
combinations of Major Program elements to the appropriate Funding Profile. When the unique Major
Program elements are entered on the Accounting line of an AFIS expenditure document, the
appropriate Funding Profile is inferred on the posting line of the document based on the entry in the
funding profile inference page.

Each funding profile inference page contains a Reimb Eligible field to identify whether the funding
profile entered on that page is eligible or ineligible for reimbursement.

Reimb Eligible : Ejgible

If an Accounting Line on an AFIS document contains a Chart of Accounts element that is eligible for
reimbursement, then the eligible Funding Profile is inferred. When this inference occurs, the drawdown
request generated by the automated reimbursement process will include the transaction.

If an Accounting Line on an AFIS document contains a Chart of Accounts element that is ineligible for
reimbursement, then the ineligible Funding Profile is inferred. When this inference occurs, the
drawdown request generated by the automated reimbursement process will not include the
transaction.

Funding profile inference pages are covered in detail in the next topic.
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Link Between Funding Profile and Major Program
The value selected in the Split Type field, on the General Options component of the Major Program
page, tells the system whether a funding profile should be set up for the Major Program.

= |f the Split Type value is Front End Split (FES), then the Funding Profile attribute must be utilized

= |f the Split Type is No Automated Splits — Manual, then the Funding Profile may be used to
capture funding information; however, the automated reimbursement process is not used for
the Major Program

= [f the Split Type is No Automated Splits — No Bill, then the Funding Profile attribute cannot be
utilized for the Major Program

Funding Profile Summary
The Funding Profile Summary consists of the General Information and Reimbursement Options
components.

Funding Profile - General Information Component
= Department - Select the Department from the pick list

=  Major Program - Select an existing Major Program from the pick list
®  Funding Profile and Funding Profile Name - Enter a new Funding Profile Code and Name

= Effective From and Effective To - These fields are optional, refer to department procedure. If an
Effective From date is entered, it must be greater than or equal to Effective From entered on the
Major Program component

Close Funding Profile

~+ Funding Profile

General Informstion Funding Profile Summary
Reimbursement Options Save Undo Delste Ingert Copy Paste  Search  First Prev Nest Last &R

Funding Priority = General Information

Funding Line “Department : 7, R Active : [
. *Major Program : |4 7Evp 4  Budgeting: [¥
:_r::zrnal pverfundng AL Expressvway Mijr Prog From :
*Funding Profile : o 7ev E Mir Prog To :
*Funding Profile Hame : 4 7Ep ELIGIELE Description : s 7 EXPRESSIMAY ELIGIELE
Effective From : =
Effective To: | »

Funding Profile - Reimbursement Options Component
The Reimb Eligible check box on the Funding Profile Summary page, Reimbursement Options
component, designates the Funding Profile as either eligible or ineligible for reimbursement.

The Overflow Exclusion check box determines if all posting lines that infer this funding profile are eligible
for Automatic Overflow as part of the Reclassification Process. If this flag is selected, then posting lines
that infer this funding profile cannot be reclassified for overflow purposes. See the Appendix,

Reclassification Process, for additional information.
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The CMIA Interest check box (CMIA is the Cash Management Improvement Act) indicates whether or not
expenditures/charges that are allocated to this funding profile are eligible for interest charges under the

Cash Management Improvement Act.

= Reimbursement Options
Reimb Eligible : [+

Reimb Status @ ajouwed for Reimbursement -

Overflow Exclusion : |[—

CMIA Interest: [~

Funding Priority

Each Funding Profile has at least one Funding Priority. The Funding Priority defines the billing ceilings
and billing sequence of funding agreements. If there is more than one funding agreement for the same
project or grant, the funding priority identifies which funding agreement is used first to fund project or
grant expenditures. This priority assignment is based upon the numeric value assigned in the Funding
Priority field. It is considered best practice to number Funding Priorities by 10s (for example, 10, 20, 30,
40), in order to allow later insertion of a new Funding Priority in the proper sequence. For example,
sequential Funding Priorities can be established to support the FHWA funding model; whereby one pot
of money (designated by Federal Appropriation) must be spent before another.

A maximum of 100 Funding Priorities can be established for a Funding Profile.

Funding Priority - General Information Component

Department, Major Program, and Funding Profile - These fields are inferred from the Funding
Profile

Funding Priority - Enter a number to identify the Funding Priority. More than one Funding
Priority can be associated to the Funding Profile on the CAS document

= General Information

Department : OTA
Major Program : A7EXP
Funding Profile : 27E%-E

*Funding Priority : 4

Funding Priority - Reimbursement Options

Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

Overflow Priority - Check this check box if the Funding Priority is the Overflow Funding Priority.
An Overflow Funding Priority must be established if expenditures exceeding the project or grant
budget are to be allowed. It is considered best practice to number the Overflow Funding Priority
98 or 99 to ensure that it is always the last priority available

Reimb Eligible - Check this check box for eligible Funding Priorities. Uncheck this check box for
ineligible Funding Priorities
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= Overflow Exclusion - This check box determines if all posting lines that infer this funding profile
are eligible for Automatic Overflow as part of the Reclassification Process. If this flag is selected,
then posting lines that infer this funding profile cannot be reclassified for overflow purposes.
See the Appendix, Reclassification Process, for additional information

= Total Fund Line % - This field is system-generated and displays the total reimbursement
percentage for all funding lines in this Funding Priority. The total reimbursement percentage for
a Funding Priority should equal 100%. This field is updated whenever a new funding line is
added or there is a change in the reimbursement percentage for any funding line

= Reimbursement Options
Reimb Status @ allowed for Reimbursement -
Ouerflow Priority: [
Reimb Eligible : [

Overflow Exclusion: [

Total Fund Line % : 1 00003

Funding Line

Each Funding Priority has at least one Funding Line. The Funding Line indicates the funding sources and
specifies the funding source percentage. The Funding Line contains the detailed information presented
in the funding agreement.

For projects or grants with multiple and concurrent funding sources, the automated splitting of
expenditures (Funding Split), is determined by the percentages entered on the Funding Lines. Within a
Funding Priority the funding line percentages must total 100%.

The Funding Line is a hierarchical child of the Funding Priority; therefore, the appropriate Funding
Priority must be selected prior to navigating to the Funding Line. The Funding Line consists of the
General Information, Reimbursement Options, Reimbursement, Front-End Split, and Funding
Identification components.

General Information Component
All fields in the General Information component are inferred from the Funding Priority, except for
Funding Line Number, which is sequentially assigned by AFIS.

- General Information

Department : LTA
Major Program : A7EXP
Funding Profile : A 7E%_E

Funding Priority : 10
Funding Line : 1

In the Funding Line section, the user selects the Insert New Line button to create a new blank line.
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Reimbursement Options Component
The Reimbursement Options component identifies the funding source and the important details related

to the funding agreement. Key fields include:

Unit - For eligible funding lines, enter All. This Unit must match the unit information on the CACT
table for the department, billing profile, and VCUST record. For ineligible funding lines, leave
this field blank

Customer ID - Select the code for the funding source from the Vendor Customer (VCUST) page

o For the external funding line, select the Federal agency or third party entity providing the
project or grant funding

o For the State match funding line, select the VCUST code for the department that will be
populated as the 2 party on the Internal Exchange Transaction (IET) document

o Forineligible funding lines, leave this field blank

Billing Profile - Identifies billing instructions for the funding source. For eligible funding lines,
normally this will be COST. For ineligible funding lines, leave this field blank

Reimb Output Type - Identifies the documents generated by the automated reimbursement
process. Refer to State or department procedure for the proper entries for each Funding Line.
The options are:

o Generate Receivables Only - Select if AFIS should generate the Cost Accouting Receivable
(CARE) document only. Used for external entities

o Generate Receivables and Cash Receipts - Select if AFIS should generate both the Cost
Accounting Receivable (CARE) and the Cost Accounting Cash Receipt (CACR) documents.
Used for external entities

o Internal Sale - This option will not be used by the State

o Internal Reimbursement - Select if the IET document will be generated as an expenditure
credit

o None - Select if documents will not be generated by AFIS and for ineligible funding lines

Reimbursement Frequency - Determines the frequency of reimbursement for expenditures
charged to this funding line. Options are as follows. Refer to department procedure for the
proper selection. For ineligible funding lines, select None.

N/A - See Billing Profile
None

Daily

Weekly
Semi-monthly
Monthly
Biweekly
Quarterly
Semi-annual
Annual
One-time
Date Range

O O O O O O O O O O O o
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= Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

= Reimb % - Enter the % of funding from this funding source. The percentage should be entered as
a whole number (for example, enter 50 not .50 if the funding source is reimbursing 50%)

Note: The sum of all Funding Lines for each Funding Priority must equal 100% before the Funding Profile
can be used on an accounting transaction.

= Max Reimb Amt - This field is optional and is used to enter the maximum amount that can be
reimbursed for any funding line on any given run of the automated reimbursement process

Note: This is not the total agreed-upon reimbursement. That amount is recorded on the Reimbursement
Budget line.

=  CMIA Method - An entry is required if the Customer Type indicates a CMIA agreement. The
Customer Type is established on the Vendor Customer page in the Accounts Receivable

component
+ Reimbhursement Options
Unit 2 [n) | Reimb Status : ajowed for Reimbursement
Customer ID : [FEDacoyO0006 & Reimb % : 50 oo
Customer Hame : Department of Defenze Max Reimb Amt : ¢ g
Internal Customer : [ Split Type : Front End Split (FES)
Customer Type : Federal (ChlL) CMIA Method : 700 Balance Accourting -

Billing Profile : -osT Ao Reimb Eligible : [
Billing Profile Type : Cost Accounting Billing Figcal Year : 2015
Reimb Output Type & Generate Recsivablas Only - Tot Buyer Line % : 0.00%

Reimb Frequency : wzeply - Bank Account Code : &

Note: In order to create entries on the Funding Line for eligible Funding Profiles, the appropriate records
must first be established on the Vendor/Customer (VCUST) page, the Billing Profile (BPRO) page, and the
Customer Account Options (CACT) page. See the Accounts Receivable course for additional information
on establishing entries on these pages.

Reimbursement Component

The values entered in the Reimbursement component are used to populate the Chart of Accounts fields
on the Cost Accounting Receivable (CARE) documents generated by the automated reimbursement
process. When a field is blank in this component, then the CARE will inherit the value that was on the
corresponding field on the Accounting Line of the source expenditure document. If a value is entered in
one or more fields in the Reimbursement component, then those values will be populated in the
corresponding fields on the RE document that is generated by the automated reimbursement process.

Generally, the Revenue field is populated for all Funding Lines. Other fields are populated according to

department procedure.
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= Reimbursement

Fund : 3000 a Function : &

Sub Fund : & Sub Function : a
Rewvenue : 4213 A Reporting : a

Sub Revenue : A Sub Reporting : A

Unit : A Location : A

Sub Unit : S Sub Location : Ry

Appr Unit : a Dept Object : PN

Object : o Dept Revenue : o

Sub Object : & Task: &

Activity : A Sub Task : A

Sub Activity : &

Front-End Split Component

The Front-End Split component is utilized when the Chart of Accounts elements entered on the
Accounting Line must be overwritten on the Posting Line during the Front End Split process. The fields
most commonly populated are Fund and Appropriation Unit, but all fields are optional. Refer to
department procedure.

= Front-End Spiit
Fund : zn0n A Reporting : A
Sub Fund : & Sub Reporting : .‘Eﬁ
Unit : . Dept Object : e
Sub Unit : . Task: A
Appr Unit : A Sub Task : i
Function : A Debt ID : A
Sub Function : A

Note: An informational message (All Front-End Split GAG Fields are Null and Split Indicator is Front End
Split (A1500)) is always displayed if the Front-end Split component is not populated. No action is needed.

| 1o0f 1|24 Wiew All Al Front-End Split GAG Fields are Null and Spilit Indicator is Fron ... |

Funding Identification Component
Select the Grant ID from the pick list if a grant award is associated at the Funding Line level.

Normally, funding identification information is entered on the Program Period record for a Major
Program. However, this information may be entered on the Funding Line when there are multiple CFDA
or SEFA numbers for a Major Program within an individual Program Period. In this case, the selection
from the drop down list in the Federal Appropriation Setup field on the Major Program record will be
Funding Line. Fields in the Funding Identification component on the Funding Line are completed in the
same manner as described for the Program Period.
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= Funding ldentification

Federal Agency Hame :
Federal Appropriation Ho. :
Project Agreement Humber :

Demo ID':

Bl
Department of Transportal
A

[T}

FMNST Letter of Credit Ho.

Grant 1D : & SEFAID :
Grant ID Hame : SEFA Description :
Federal Catalog Agency : |FHys, &
Federal Catalog Prefix: op
Federal Catalog Suffix - o A Common Accounting Ho. :

External Account Ho. :

fAZERP-TOT7

Construction Budgeting Authority Ho. :

Federal Payment System :

Other Funding Source 10 :

Internal Buyer Funding Line

Internal Buyers are departments within the State that provide the State’s funding for a grant or project.
Each department that functions as an internal buyer must be established as a customer on the Vendor
Customer page.

The Internal Buyer Funding Line is used to enter one or more buyer lines that will fund the State Funding
Line (and be charged the expenditure). You may enter percentages on this table to split the
expenditures among multiple departments to support inter-governmental service agreements.

Internal Buyer Funding Lines are child records of the Funding Line, so it is important to select, or
highlight, the State Funding Line in the grid on the Funding Line component before navigating to the
Internal Buyer Funding Line.

General Information Component
All fields in the General Information tab are system-generated or inferred from the Funding Line.
Reimbursement Options Component

=  Customer ID and Reimb Output Type - These fields are inferred from the Funding Line

= Use Tax - This field is optional. Refer to department procedure

= Buyer % - Enter 100% if there is one internal funding source. If more than one Buyer Line is
needed, the sum of all Internal Buyer Funding Lines for the internal Funding Line must equal
100%

Expense Component
The values entered in the Expense tab are used to populate the Chart of Accounts fields on the Internal

Exchange Transaction (IET) documents generated by the automated reimbursement process.

® Fund - This is a required field. Use the pick list to select a Fund code
= Object - This is a required field. Use the pick list to select an Object code

= Unit - Use the pick list to select a Unit code
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= Department - This is a required field. Use the pick list to select a Department code

All other fields in this tab are optional. Refer to department procedure.

AcTiviTy 3.8
View an Eligible Funding Profile and an Ineligible Funding Profile

Scenario
The Federal government is funding 80% and the State is funding 20%, for the Engineering Phase of the
AZ Expressway project.

View the Funding Profiles to be utilized for the AZ Expressway Project Engineering Phase. The eligible
funding profile is a front end split, with 80% Federal funding and 20% State funding. There is an
Overflow Priority established for this Funding Profile. The ineligible Funding Profile will provide the State
funding information for all ineligible transactions within the Major Program.

Setup
v' User is logged in to the AFIS Home Page.
v" The Major Program and Program records have been established.
v" The Engineering phase for Department has been established and the PHPRG page populated for
the Loop 707-Bridge 1 component of the AZ Expressway, Engineering Phase.

Steps

A. Navigate to the Funding Profile Select (FPRFLST) page and search for the eligible Funding Profile for
the AZ Expressway Project.

1. Inthe Jump to field, enter FPRFLST.

Click Go. The Funding Profile Select page is displayed.
In the Funding Profile field, enter AZEX-E.

Click Browse.

Click the View Funding Profile link.

Funding Profile Select

vk wN

henu Back
Browse Clear

Department :
Major Program :

Funding Profile : »7px F

Department Major Program  Funding Profile  Funding Profile Hame Effective From Effective To  Active

~ DTA ATERP AFEH-E AFEXP ELIGIBLE Yes
Copy  First Prev Mext Last

A e Fﬁding Profile
# Add Furiding Profile

6. The Funding Profile Summary is displayed. Notice on the Secondary Navigation Panel that
Funding Profile is checked, signifying your location within the page.
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Close

+" Funding Profile
General Information

Reimbursement Options

Funding Profile

Funding Profile Summary

Save Undo Delete Insert Copy Paste  Search

= General Information

First Prev Mext Last

sk

Funding Priority
Funding Line ‘Department : pTa o Active : [
) *Major Program : | 7Ewp o Budgeting : [
mlzrnal L (RITT AT Expressway Mijr Prog From :
*Funding Profile : s 7ry ¢ Mijr Prog To :
“Funding Profile Hame : »7F%p ELIGIBLE Description : »7 ExPRESZWAY ELIGIBLE

=
i
=)
=
)
(=]
=

75

Effective From : B
Effective To: B -
P Reimbursement Options

i

Top
4
F Funding Profile Select

View information in the General Information component of the eligible Funding Profile.

1. Notice the Department, Major Program, Funding Profile, and Funding Profile Name fields
identify the Funding Profile.
2. Notice the Effective From and Effective To fields remain blank.

View information in the Reimbursement Options component of the Funding Profile.

1. Click the Reimbursement Options component to expand it.

= Reimbursement Options
Reimb Eligible : [
Reimb Status : slgwed for Reimbursement =
Overflow Exclusion : [~

CMIA Interest: [~

2. Inthe Reimb Eligible check box, notice that a check mark is displayed.
3. Inthe Reimb Status field, notice that Allowed for Reimbursement is displayed.
View the first Funding Priority.

1. On the Secondary Navigation Panel, click Funding Priority. Notice that Funding Priority is now
checked to signify your location on the page.
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Notice the first Funding Priority field entry is 10. Funding Priorities are commonly numbered in

tens to allow future insertion of additional Funding Priorities, in the proper funding sequence.

Close Funding Profile

Funding Profile

~ Funding Priority Funding Priority Summary

General Information

Reimbursement Cptions
~ DTA ATEXP ATEX-E 10

uptinglline bTA AZEMP AZEME a9

Internal Buyer Funding First Prev Mext Last

Line
Details
Save Undo Delete Insert Copy Paste 9B
= General Information
Department : DT
Major Program : A7EXP
Funding Profile : A7EX-E
*Funding Priority : |1

Department Major Program  Funding Profile  Funding Priority  Total Fund Line %

100.00%
100.00%

Click the Reimbursement Options component to expand it.
Notice the Reimb Status is Allowed for Reimbursement.

Notice the Reimb Eligible check box is checked, but remains grayed out. This is inferred from the

Funding Profile Summary.

= Reimbursement Options

Reimb Status : ajoywed for Reimbursement -
Overflow Priority @ [

Reimb Eligible = [~
Ouverflow Exclusion: [

Total Fund Line % : 100.00%

View Funding Line One for Funding Priority 10. This is the Federally-funded Funding Line.

1.

2.

o kW

On the Secondary Navigation Panel, click Funding Line. Notice that Funding Line is now checked

to signify your location on the page.
Click the Reimbursement Options component to expand it.

= Reimbursement Options
Unit: a) )|
Customer ID : FEQAGCYOO006 A

Customer Hame : Department of Defense
Internal Customer: [

Customer Type : Federal (Chila)
Billing Profile : -osT <
Billing Profile Type : Cost Accounting Billing
Reimb Output Type @ Generste Receivables Only -
Reimb Frequency : Visekly -

Reimb Status :

Max Reimb Amt :

CMIA Method :
her Reimb Eligible :

Tot Buyer Line %
Bank Account Code :

Allawwed for Reimbursement
*80.00%

$0.00

: Fromt End Split (FES)

Zero Balance Accounting
=

s20a
t0.00%

[

Notice the VCUST code in the Customer ID field.

In the Reimb Output Type field, notice the entry is Generate Receivables Only.

Notice the Reimb Frequency field references is Weekly.

Notice the value in the Reimb % field is 80. This indicates that FHWA is funding 80% of

expenditures.
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7. Click the Reimbursement component of the Funding Line to expand it.

= Reimbursement

Fund : 5q0p & Function : &

Sub Fund : e Sub Function : a
Revenue : 43713 e Reporting : e

Sub Revenue : e Sub Reporting : a

Unit : o Location : A

Sub Unit : & Sub Location : &

Appr Unit : & Dept Object : &

Object : o Dept Revenue : A

Sub Object : e Task : a

Activity : e Sub Task : a

Sub Activity : N

8. Notice a Revenue code is entered, to identify the revenue source code that should be placed on
the RE document created by the automated reimbursement process. The remaining Chart of
Accounts fields in this component are populated based on department procedure.

9. Click the Front-End Split component to expand it.

10. Notice a value has been placed in the Fund field. This Fund code will overwrite the Fund code on
the source expenditure when AFIS creates the Federally-funded posting line.

= Front-End Split
Fund: 5000 A Reporting : &
Sub Fund : A Sub Reporting : A
Unit : a Dept Object : &
Sub Unit : a Task: &
Appr Unit : A Sub Task : A
Function : S Debt 1D : A&
Sub Function : a

11. Click the Funding Identification component to expand it.

= Funding Identification
Grant ID : AFpHC 140000000002 | 4 SEFAID:
Grant ID Hame : AMPOS Grant SEFA Description : P
Federal Catalog Agency @ Frynya, &
Federal Catalog Prefix @ o —

Federal Catalog Suffix : oqg A Common Accounting Ho. :
Federal Agency Hame : pepartment of Transportat External Account Ho. :

Federal Appropriation Ho. : Frs7 A Letter of Credit Ho. : s 7Ewp_707
Project Agreement Humber : Construction Budgeting Authority Ho. :
Demo 1D : Federal Payment System :

Other Funding Source 1D :

12. Notice the value in the Grant ID field. This field is populated with a Grant ID from the GLM
module in AFIS, when a Major Program should be associated with a grant award. For this
example, the Grant ID associated with the FHWA grant is associated at the Funding Line level.

13. Notice the Federal Catalog Agency, Federal Catalog Prefix, Federal Catalog Suffix, and Letter of
Credit No. fields are populated.
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F. View Funding Line Two for Funding Priority 10. This is the State Match Funding Line for eligible
expenditures.
1. Scroll to the top of the page.
2. Inthe Funding Line grid, select Funding Line 2. Information for the State-funded Funding Line is
now displayed.

Close Funding Profile

Funding Profile htenu Ef

Funding Priority Funding Line Summary

+ Funding Line
Department Major Program  Funding Profile  Funding Priority  Funding Line Federal Appropriation Ho. Reimb % Tot Buyer Line % CMIA Method Customer ID

Geneal infarmatian DTA ATEXP ATEY-E 10 1 FHST 80.00% 000%  FeroBalance Accourting FEDAGCY 00006
B=pelisementiertions) | v DTA AZEWP AZEN-E 10 2 20.00% 0.00%  Mane
Reimbursemert First Prew Mext Last  Aflachments

3. View the Reimbursement Options component.

= Reimbursement Options
Unit:n ) Reimb Status @ ajoywved for Reimbursement -
Customer ID : & Reimb % : (20 00%
Cusgtomer Hame : Max Reimb Amt : g0 o0
Internal Customer : [~ Split Type : Frort End Split (FES)
Customer Type : CMIA Method & pyone -
Billing Profile : 2 Reimb Eligible @ [~
Billing Profile Type : Fiscal Year : 2015
Reimb Output Type : pone - Tot Buyer Line % : 0.00%
Reimb Frequency : pone - Bank Account Code : A

Notice the Customer ID field is blank.

Notice the value in the Reimb Output Type field is None.

Notice the value in the Reimb Frequency field is None.

Notice the value in the Reimb % field is 20. This indicates the State is funding 20% of
expenditures.

8. Scroll down to view the Front-End Split component. This is where to identify the match funding.

No u s

= Front-End Spiit
Fund : {ggp a Reporting : A
Sub Fund : A Sub Reporting : A
Unit : & Dept Object : A
Sub Unit : o Task : A
Appr Unit : o Sub Task: A
Function : a Debt 1D : Ao
Sub Function : e

G. View the second Funding Priority.

1. Onthe Secondary Navigation Panel, click Funding Priority. Notice that Funding Priority is now
checked to signify your location on the page.

78



AFIS | Cost Accounting

In the grid, click the second Funding Priority field entry, 99. This is the Overflow Funding
Priority.

Close Funding Profile

Funding Profile

~" Funding Priority Funding Priority Summary

General Information
Department Major Program  Funding Profile  Funding Priority  Total Fund Line %
Reimbursement Options

DiT&, LTERP AFEH-E 10 100.00%
Funding Line v DTA ATEXP ATEX-E 39 100.00%
Internal Buyer Funding First Prev Mext Last
Line
Details

Save Undo Delete Insert Copy Paste Fh
= General Information

Department : DT
Major Program : A ZEXP
Funding Profile : L7EX-E

*Funding Priority : gg

4 = Reimbursement Options
Reimb Status :  a|iouved for Reimbursement -
Ouverflow Priority : [
Reimb Eligible : [

Overflow Exclusion: [

Total Fund Line % : 100.00%

Notice the Reimb Status is Allowed for Reimbursement.

Notice that the Overflow Priority check box is checked.

Notice the Reimb Eligible check box is checked, but remains grayed out. This is inferred from the
Funding Profile Summary.

H. View Funding Line section for Funding Priority 99.

1.
2.

On the Secondary Navigation Panel, with Funding Priority 99 highlighted, click Funding Line.
View the Overflow funding for this example.

I. View an ineligible Funding Profile for the AZ Expressway Project.

1.

vk W

On the Secondary Navigation Panel, click Funding Profile.

On the Secondary Navigation Panel, click Close. The Funding Profile Select page is displayed.

In the Funding Profile field, enter AZEX-I.

Click Browse. The AZEXP INELIGIBLE Funding Profile is displayed in the grid.

Click the View Funding Profile link. The ineligible Funding Profile for the AZ Expressway Project
is displayed.

Close Funding Profile

-~ Funding Profile

General Information Funding Profile Summany
Feimbursement Options Save Undo Delete Insert Copy Paste Search First Prew Mext Last bk

Funding Priority = General Information

P T (L *Department : oo . Active : [
~ *Major Program : | 7Exp A Budgeting : [
:f:::nal Buyer Funding AT Expressway Mijr Prog From :
*Funding Profile : n7Ew | Mijr Prog To :
*Funding Profile Hame : |5 7Exp [MNELIGIBLE Description : -
Effective From : B
Effective To: B -

6. View the information in the General Information component of the Funding Profile Summary.
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7.

K. View the single Funding Line for the ineligible Funding Profile., then click Close and return to the

In the Reimbursement Options component, notice that the Reimb Eligible check box is
unchecked. This indicates to AFIS that this Funding Profile is for ineligible expenditures.
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= Reimbursement Options
Reimb Eligible :
Reimb Status :
Owerflow Exclusion ;

CMIA Interest:

-
Allowed for Reimbursement -
-
-

View the Funding Priority for the ineligible Funding Profile.

Close

Funding Profile

~ Funding Priority
General Informetion
Reimbursement Cptions
Funding Line

Internal Buyer Funding
Line

Funding Profile

Funding Priority Summary

Department Major Program Funding Profile Funding Priority  Total Fund Line %

+ DTA AZEXP ATEH-| 10 100.00%
First Prev MWext Last

Details
Save Undo Delete Insert Copy Paste ¥ B
= General Information
Department : DT &,
Major Program : &7EXP
Funding Profile : 27ExX-|
*Funding Priority : 1

+ Reimbursement Options

1 Reimb Status 1 ajouved for Reimbursement -
J Overflow Priority : [~
Reimb Eligible : [~
OQuerflow Exclusion: [

Total Fund Line % : 100.00%

On the Secondary Navigation Panel, click Funding Priority. Notice that Funding Priority is now

checked to signify your location on the page.
Notice the value in the Reimb Status field is Allowed for Reimbursement and the Reimb Eligible

check box remains unchecked. These fields are inferred from the Funding Profile Summary.

Home Page.

1.

Note: Only the Reimbursement Options component must be completed for ineligible Funding

Profiles. An Internal Buyer Funding Line is not required.

On the Secondary Navigation Panel, click Funding Line. Notice that Funding Line is now checked

to signify your location on the page.
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2. Notice there is no Customer ID in the Customer ID field.

Close Funding Profile
Funding Profile tdenu B
Funding Priority Funding Line Summany
-~ Funding Line
Major Funding Funding Funding Federal . Tot Buyer CMIA Customer
General Information depanment Program Profile Priority Line Appropriation Ho. peimbgt Line % Method [1]
Reimbursement Options ~ DT AZEXP ATEX- 10 1 100.00% 000%  Mone
Ee R SaE First Presv Mext Last  Atschments
Front-End Spilit Details
Funding ldentification Save Undo Delete Insert Copy Paste  #B
Internal Buyer Funding + General Information
Line Department : DTA
Major Program : A7EXP
Funding Profile : 47E¥-|
Funding Priority : 10
: Funding Line : 1
|
= Reimbursement Options
Unit: 5 Reimb Status: ajowed for Reimbursement -
Customer ID : 2 Reimb % : 100 00%
Customer Hame : Max Reimb Amt : g0 00
Internal Customer : [~ Split Type : Fraont End Split (FES)
Customer Type : CMIA Method : one -
Billing Profile : A Reimb Eligible : [~
Billing Profile Type : Fiscal Year: 2015
Reimb Qutput Type : jjone - Tot Buyer Line % : 0.00%
Reimb Frequency : jone - Bank Account Code : &

3. Notice the entry in the Reimb Output Type is None.

4. Notice the selection in the Reimb Frequency field is None and the Reimb Status selected is
Allowed for Reimbursement.

5. Notice the value in the Reimb % field is 100.

6. The Reimb Eligible check box is inferred from the Funding Priority and remains unchecked.

7. Scroll to view the Front-End Split component. This is where to identify the ineligible cost
funding.

8. On the Secondary Navigation Panel, click Close.

9. Click Home on the Primary Navigation Panel to return to the Home Page.

3.9. Establish Funding Profile Inference Rules

The Funding Profile is not manually entered on the expenditure document Accounting Line. Instead, it is
inferred on the Posting Line of the expenditure document, based on the cost accounting Chart of
Accounts elements entered on the Fund Accounting and Detail Accounting tabs of the Accounting Line.
The inferences are established on a series of funding profile inference pages.

Funding Profile Inference Pages

The funding profile inference pages establish the rules for inferring a funding profile, based on the Chart
of Accounts elements entered on accounting and procurement documents. This simplifies data entry for
project and grant accounting transactions. If a Program code associated with a front end split Major
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Program is entered on a document Accounting Line, an entry must be present on one of the funding
profile inference pages. Otherwise, an error is generated.

There are multiple funding profile inference pages which differ based on the combination of Chart of
Accounts elements contained on the page. AFIS searches through the funding profile inference pages in
a defined sequence, looking for a match to the Chart of Accounts elements entered on the accounting
line of the transaction. When AFIS finds a match, it applies the associated Funding Profile from the entry
on that table and does not search the remaining funding Profile inference tables.

The funding profile inference page utilized for a project or grant is dependent upon its cost structure
and reimbursement eligibility. The funding profile inference pages commonly used by the State, listed in
the sequence that AFIS searches the tables, are:

® Funding Profile Inference 2 (FPI2) - infers a Funding Profile based on the Department, Major
Program, Program, and Phase codes. This inference page may be used when each Phase has a
different funding profile

=  Funding Profile Inference 3 (FPI3) infers a Funding Profile by a combination of Department,
Major Program, Program Period, Fiscal Year, and Activity

=  Funding Profile Inference by Program Period and Appropriation (FPPPAPPR) - infers a Funding
Profile by a combination of Department, Major Program, Program, Program Period, and
Appropriation Unit

=  Funding Profile Inference 4 (FPI4)- infers a Funding Profile based on the Department, Major
Program, Program, and Program Period codes

=  Funding Profile Inference 5 (FPI5)- infers a Funding Profile based on the Department, Major
Program, and Program codes

A funding profile inference record must be established for the eligible Funding Profiles (for participating
costs) and the ineligible Funding Profile (for non-participating costs) for each Program that is utilizing the
automated reimbursement process and/or the front end split in AFIS.

Key fields on funding profile inference pages are:
= Department - Select the Department to which the Major Program and Funding Profile are
associated

=  Major Program - Select the Major Program to which the Funding Profile is associated

=  Funding Profile - Select the Funding Profile code exactly as it was entered in the Funding Profile
component

= Reimb Eligible - For eligible Funding Profiles, from the drop down list, select Eligible. For
ineligible Funding Profiles, from the drop down list, select Ineligible

Additional fields will be required depending upon the specific funding profile inference page selected.
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Document Posting Lines

When a Program code associated with a front end split Major Program is entered on the Detail
Accounting tab of an Accounting Line, and the Validate button is clicked, then AFIS searches the funding
profile inference pages to look for a Funding Profile to infer. If found, the funding rules established on
the Funding Profile are applied, and posting lines are generated accordingly. If a corresponding funding
profile inference entry cannot be found, an error is generated.

In our example, the Funding Profile for the Engineering Phase of the Loop 707-Bridge 1 Program in the
AZ Expressway Project contains two Funding Lines (80% FHWA funding and 20% State funding) for
Funding Priority 10. This Funding Profile is specific to the Engineering Phase; therefore, an entry is made
on the Funding Profile Inference 2 (FPI12) page which infers a profile based on Department, Major
Program, Program, and Phase. When this Funding Profile is inferred, two posting lines are generated.
One posting line is generated to post 80% of the Accounting Line to the FHWA funding line elements; a
second posting line is generated to post 20% of the Accounting Line to the State funding line elements.
In addition, an entry must also be established for ineligible costs for the Engineering Phase.

AcTiviTy 3.9
View an Eligible and an Ineligible Funding Profile Inference

Scenario
View the inference rules entered to link accounting and procurement transactions to the proper Funding
Profiles for the AZ Expressway Project, Loop 707-Bridge 1 Program — Engineering Phase.

Setup

v' User is logged in to the AFIS Home Page.
The eligible Funding Profile has been established.
The ineligible Funding Profile has been established.

NRNIN

Entries have been made on the FPI2 page for the eligible and ineligible funding profiles.

Steps

A. Navigate to the Funding Profile Inference 2 (FPI2) page to view an inference rule for the ineligible
expenditures for the AZ Expressway Project, Loop 707-Bridge 1 Program — Engineering Phase.
1. Inthe Jump to field, enter FPI2.
2. Click Go. The Funding Profile Inference 2 page is displayed.
3. Click Search. A Search window is displayed.
4. Inthe Program field, enter LOOP707-B1.
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5. Click Ok. Two records are displayed in the grid: one for the ineligible funding profile and one for
the eligible funding profile. The record for the ineligible funding profile is listed first and is
highlighted in the grid.

Funding Profile Inference 2

Department Major Program Program Phase Funding Profile Reimb Eligible
v DTA ATEHP LOOPYO7-B1 EMNG ATEH- Inelicsitale

DT &, ATEXP LOOPTOT-B1 EMG ATEX-E Eligitle
Firat Prew hest Last

Save Undo Delete Insert Copy Paste  Search

Department : LTa A

=

DEPT OF TRANSPORTATION
Major Program : | 7e«p 4

&
AT Expressway
Program: | oop7o7-61 hi
LOOP 707 BRIDGE 1
Phase : g A
EMGIMEERIMNG
Funding Profile : |5 7F | A
AZEXP INELIGIBLE
Reimb Eligible : |ngjigible ~

T Yiew Funding Profile

6. View the fields on the FPI2 page.
7. Notice the entry in the Reimb Eligible field is Ineligible, indicating this funding profile inference
is for ineligible expenditures. This record tells AFIS to infer Funding Profile AZEX-l when this
specific combination of Chart of Accounts elements is found on an accounting line for an

ineligible expenditure.

B. View an inference rule for the eligible expenditures for the AZ Expressway Project, Loop 707-Bridge
1 Program — Engineering Phase, then return to the Home Page.

1. Select the second record in the FPI2 grid, for the eligible funding profile inference.

Funding Profile Inference 2

Department Major Program Program Phase Funding Profile Reimb Eligible

DTA ATEHP LOCPTO7-B1 EMG ATER- Ineligitle
I « DTA ATEXP LOOPTO7-B1 EMG AFER-E Eligible |

2. Inthe Reimb Eligible field, notice Eligible is selected. This record tells AFIS to infer Funding
Profile AZEX-E when this specific combination of Chart of Accounts elements is found on an
accounting line for an eligible expenditure.

Reimb Eligible : Elighle

3. Click Home on the Primary Navigation Panel to return to the Home Page.

84



AFIS | Cost Accounting

3.10. View an Activity Code

The Activity code is a Chart of Accounts element which is established on the Activity (ACTV) page. These
codes can be used to track specific types of expenditures and identify those expenditures as eligible or
ineligible for reimbursement for a project or grant. Activity codes are established by each department as
needed for tracking purposes.

Activity codes are entered on the Detail Accounting tab, in the Accounting Line component, of
expenditure documents.

An example of an Activity code is displayed in Figure 7. Notice the Reimb Eligible check box is checked
for this Activity code.

Figure 7: Activity (ACTV) Page

Activity
Figcal Year Department Activity Hame Active
v 2015 DTA 2000 Proj Coordd At Pre Design Phase Yes

First Prew Mext Last

Save Undo Delete Insert Copy Paste  Search ¥ B
« General Information

*Fiscal Year : 2q15 R Effective From : =
*‘Department : nTa & Effective To: |
*hctivity © 200 Active : [
*Hame : proj Coord At Pre Desian F Budgeting : [
*Short Hame : p coard Pre D Description :
Contact Code : S
« RollupsiCAFR
Activity Class : @& CAFR Activity Unit : &
Activity Categony : @ Major CAFR Activity Type :
Activity Type : & Minor CAFR Activity Type : A
Activity Group : @& Reimb Eligible : [

FACF Eligible : [~

AcTivity 3.10
View an Activity Code

Scenario
Review an entry on the ACTV page.

Setup
v User is logged in to the AFIS Home Page.
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Steps
A. Navigate to the ACTV page.

1. Inthe Jump To field, enter ACTV.
2. Click Go. The Activity page is displayed.

B. Search for a record on the Activity page.

1. Click Search. A Search window is displayed.
2. Inthe Fiscal Year field, enter 2015.

3. Inthe Department field, enter DTA.

4. Click Ok.

Fiscal Year : 2015 A
Department : DT A

Activity :

Ok Clear Cancel

C. Review the fields on the ACTV page, then return to the Home Page.

1. Click the Rollups/CAFR component to expand it.
2. Notice the Reimb Eligible check box.

+ Rollups/CAFR
Activity Class : & CAFR Activity Unit : &
Activity Category : A, Major CAFR Activity Type :
Activity Type : a Minor CAFR. Activity Type : A
Activity Group : & Reimb Eligible : [
FACP Eligible : ||~

3. Click Home on the Primary Navigation Panel to return to the Home Page.

3.11. The Program Activity Exception Page

The Program Activity Exception (PAEX) page allows users to identify reimbursement eligibility exceptions
for specific combinations of Program and Activity values. For example, it is possible for Program A to
normally be ineligible for reimbursement and for Activity X to normally be ineligible for reimbursement.
However, when the two are combined on the same Accounting Line, they may be determined to be
eligible if the combination has been entered on PAEX with the Reimbursement Eligible flag set to
eligible. Consequently, the entry on PAEX will allow this combination of values to be considered eligible
even though the Program A and Activity X by themselves are considered ineligible.

An entry can also be made to enforce the reverse situation: an activity that is normally eligible for
reimbursement can be identified as ineligible for a specific program by entering that combination on
PAEX and leaving the Reimbursement Eligible flag unchecked. See Figure 8 an example of an entry on
PAEX.

86



AFIS | Cost Accounting

Figure 8: The Program Activity Exception Page

Program Activity Exception

Department Program Activity Fiscal Year Reimb Eligible

~ HCA AMPOSP1 EMAP 2015 Yes
First Pres Mext Last
Save Undo Delete Inzert Copy Paste  Search

Department : |- q A

Program : appose R
Activity : Epgap i
Figcal Year @ 515 &
Reimb Eligible : [

3.12. View an Object Code

An Object is a fund accounting Chart of Accounts element that represents what is being funded. Valid
object codes and information related to each code are established on the Object (OBJ) page.

Two fields in the General Options component of OBJ are specific to the automated reimbursement or
front end split process: Reimbursement Eligible and Reimbursable. The purposes of each field are as
follows:

= Reimbursement Eligible - Identifies if the object code is eligible for reimbursement

= Reimbursable - Indicates the object code can be used by a selling party on an internal
reimbursement purchase and for the providing party on an internal operational transfer

For example, if a grantor does not permit reimbursement for Fringe Benefits, the Reimbursement
Eligible check box on the associated Object Code would be unchecked.

AcTtiviTy 3.12
View an Object Code

Scenario
Review an entry on the OBJ page.

Setup
v User is logged in to the AFIS Home Page.
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Steps
A. Navigate to the OBJ page.

1. Inthe Jump To field, enter OBJ.

2. Click Go. The Object page is displayed.
B. Search for a record on the Object page.

1. Click Search. A Search window is displayed.
2. Inthe Fiscal Year field, enter 2015.

3. Inthe Object field, enter 6299.

4. Click Ok.

Fiscal Year : 2015 A
Object : 5299
Hame :

Ok Clear Cancel

C. Review the fields on the OBJ page, then return to the Home Page.

1. Click the General Options component to expand it.
2. Notice the Reimbursement Eligible check box is checked. This Object code is normally eligible
for reimbursement.

« General Options

FASB Class @ ot spplicable ~ FACP Eligible : [~
Operating: veq - Payment Lag :
Payroll: [~

| Reimbursement Eligible : [ |

Reimbursable: [~

Eligible for Intercept process : [

3. Click Home on the Primary Navigation Panel to return to the Home Page.

3.13. The Program Object Exception Page

Similar to PAEX, the Program Object Exception (POEX) page allows users to identify reimbursement
eligibility exceptions of Program and Object values. For example, it is possible for Program A to normally
be ineligible for reimbursement and for Object X to normally be ineligible for reimbursement. However,
when the two are combined on the same Accounting Line, they may be determined to be eligible if the
combination has been entered on POEX with the Reimbursement Eligible flag set to eligible.
Consequently, the entry on POEX will allow this combination of values to be considered eligible even
though the Program A and Object X by themselves are considered ineligible.

An entry can also be made to enforce the reverse situation: an object code that is normally eligible for
reimbursement can be identified as ineligible for a specific program by entering that combination on
POEX and leaving the Reimbursement Eligible flag unchecked. See Figure 9 for an example of an entry on
POEX.

88



AFIS | Cost Accounting

Figure 9: The Program Object Exception Page

Program Object Exception

Fiscal Year Department Program ©Object Reimb Eligible

' 2015 HCA AMPOSP1 G261 Yes
First Prev MNext Last

Save Undo Delete Insert Copy Paste  Search

Department : |H-a A
Program : «t/posp @
Fiscal Year : opq5 &
Object : 5261 A

Reimb Eligible : [

Lesson Summary

In this lesson, you:

= |dentified the preferred method to create projects and grants in AFIS
= Viewed a Major Program (MJPRG) record

= Viewed a Program on the Program Setup (PROG) page

= Defined the role of a Phase (PHASE)

= Viewed an entry on the Program Phase (PHPRG) page

= |dentified the role of a Stage Profile and Stage Definitions

= Viewed an entry on the Program Period (PPC) page

= Defined the role of the Funding Profile Hierarchy and each of its components
= Viewed an entry on a funding profile inference page

= Reviewed an entry on the Activity (ACTV) page

= Reviewed an entry on the Object (OBJ) page

= |dentified tables available to establish reimbursement eligibility exception rules
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Check Your Progress

1. In AFIS, the Billing Agreement Date field identifies when reimbursement billing may begin for a
Program or Program Phase.

a. True
b. False
2. are Chart of Accounts elements that are standardized for each department. They are used to

define stages of a project, and can be associated to multiple Programs for that department.

a. Major Programs
b. Programs
c. Phases
d. Activities
3. The pages are used to infer a Funding Profile on the Posting line of an expenditure
document.
a. Funding profile inference
b. Program Phase
c. Function
d. Task Order
4. The establishes time periods for a Major Program, and are often used to define grant

award periods.

Program
Program Period
Funding Profile

a0 T o

Funding Line

5. If a new Stage should be added to a Stage Profile, this is done on the

a. Program Period page
b. Stage Definition Setup page
c. Stage Profile Select page

6. The Stage Start and Stage End dates are entered on the page, which is

accessed from the page.

a. Stage Profile Select; Stage Profile
b. Stage Profile Select; Program Period
c. Stage Definition Setup; Program Period

7. If the Salary Object code is typically not eligible for reimbursement, but a grantor allows
reimbursement for this type of expense for a specific grant, an entry can be made on the
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page so that AFIS includes these transactions in the automated reimbursement

process.
a. Object
b. Activity
c. Program Object Exception
d. Program Activity Exception
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4. CoOST ACCOUNTING BUDGET STRUCTURES

Learning Objectives

In this lesson, you will:

= Review the use of budget structures to establish and control budgets in AFIS
= |dentify the program budget structures most commonly used by the State

= Recognize that Budget Structures 39 and 40 are the budget structures used for projects and
grants using the AFIS automated reimbursement or front end split process

= Create program phase expense budget lines for eligible project expenditures using the BGPDE
document

= Create program phase reimbursement budget lines for eligible project expenditures using the
BGPDR document

= View information on a budget inquiry page

=  Drill down to originating budget documents from a budget inquiry page

Lesson Overview

This lesson is a review of AFIS budget control and focuses on the reimbursement budget structures.
Budget control is covered in detail in the AFIS Budgetary Control course.

Budget structures establish budget parameters and controls for transactions in AFIS. Although the State
utilizes many different budget structures, specific budget structures are used for cost accounting. Each
budget structure has a unique document which is used to create budgets within that budget structure.

Budget documents differ from most accounting documents because of the fields available for data
entry, the mechanism used to calculate dollar values, and the process used to modify a budget line
established by a previous budget document. In most cases, Budget Structures 38 is the most commonly
used Program Budget Structure and Budget Structure 39 is the most commonly used reimbursement
budget structure used.

Each budget structure has unique budget inquiry pages that display real time financial information and
activity captured by that budget structure. From the budget inquiry page, you can drill down to the
Detailed Transaction Listing page to identify the budget documents that generated the transactions.
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4.1. Overview of Budget Structures

Budgets provide a way to capture and display expenditures and/or revenue compared to a pre-
established plan. Budgets may also be used to control spending to avoid exceeding pre-established
limits put in place by a legislative entity, manager, or budget office.

Within AFIS, a budget structure establishes the budget parameters and system controls for
expenditures, revenues, or both. Each budget structure is based on specific combinations of Chart of
Accounts elements.

A budget level is part of a budget structure. Each budget structure must have at least one budget level,
although most have at least two levels. Each budget level is composed of one or more Chart of Accounts
elements grouped together to determine how individual budgets are defined. For example, a budget
level can consist of a Fund, Department, and Object. Budget levels form a strict hierarchy, such that
lower budget levels must contain all Chart of Accounts elements of the higher level and at least one
additional Chart of Accounts element.

Each unique combination in the Chart of Accounts elements is the basis for a unique budget line in the
budget structure. Each level of the budget structure provides differing levels of detail for the budget
line, with Level 1 providing the highest level and Level 2, Level 3, or Level 4 providing the most discrete
level of budget information.

Multiple budget structures may be used concurrently to meet the different types of budget controls
required by the State. For example, different budget structures may be used for project accounting
versus grants accounting, and for expense versus revenue.

4.2. Budget Structures for Cost Accounting

There are two types of budget structures used to control cost accounting activities: program and
reimbursement budget structures. Each provides a different type of budgetary control for the grant or
project:

=  Program budget structures - control how grant or project money is spent. The program budget
structures used by the State are Budget Structures 37, 38, and 96

= Reimbursement budget structures - control how much grant or project money is left to spend.
The reimbursement budget structures used by the State are Budget Structures 39 and 40
All grants and projects must have program budget lines established in AFIS. If a grant or project is using
the automated reimbursement or front end split process, then reimbursement budget lines must also be
established. The budget structures selected depend on department needs and the requirements of the
individual project or grant.
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Budget Structure 37 — Program Phase Expense

Budget Structure 37 is a program budget structure used for projects that require budgetary control at
the Project Phase level. This budget structure provides three levels of control and queries:

= Level One - Department, Major Program
= Level Two - Department, Major Program, Program

= Level Three - Department, Major Program, Program, Phase

Budget Structure 38 — Program Period Expense
Budget Structure 38 is the program budget structure used most commonly for grants and projects that
require budgetary control based on the award period.

The three levels of control and queries provided with Budget Structure 38 are:

= Level One - Department, Major Program
= Level Two - Department, Major Program, Program

= Level Three - Department, Major Program, Program, Program Period

Budget Structure 96 — Program Period Award
Budget Structure 96 is the program budget structure used when control is needed at the Program
Period/Reporting Class level.

One level of control and query are provided with Budget Structure 96:
= Level One - Department, Major Program, Program Period, Task

Budget Structure 39 — Program Period Reimbursement

Budget Structure 39 is a reimbursement budget structure used for primarily for grants utilizing the
automated reimbursement or front end split process in AFIS, and requiring control at the Program
Period, or award period, level.

This budget structure provides two levels of control and queries:

= Level One - Department, Major Program, Program, Program Period, Funding Profile, and
Funding Priority

= Level Two - Department, Major Program, Program, Program Period, Funding Profile, Funding
Priority, and Funding Line

Budget Structure 40 — Program Phase Reimbursement
Budget Structure 40 is a reimbursement budget structure used for projects utilizing the automated
reimbursement or front end split process in AFIS, and requiring control at the Program Phase level.

This budget structure provides two levels of control and queries:
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= Level One - Department, Major Program, Program, Phase, Funding Profile, and Funding Priority

= Level Two - Department, Major Program, Program, Phase, Funding Profile, Funding Priority, and
Funding Line

4.3. Create a Cost Accounting Budget

Budget structures are established in AFIS through the completion of a budget document. Each budget
structure is associated with a unique document. Most budget documents begin with the prefix BG. The
budget documents used for each of the project-related budget structures are:

= Budget Structure 37: the BGPHE document
= Budget Structure 38: the BGPDE document
=  Budget Structure 96: the BGPD96 document
=  Budget Structure 39: the BGPDR document
= Budget Structure 40: the BGPHR document

One budget document is used to establish a budget line at each level in the budget structure. Budget
documents are also used to increase, decrease, deactivate, reactivate, and delete existing budget lines.

Budget Documents versus Accounting Documents

All budget documents differ from accounting documents in the following key ways.

=  Budget documents contain an Increase/Decrease field that is used, in conjunction with a Dollar
Amount field, to determine how to impact a budget line. The dollar amount cannot be negative.
In comparison, accounting documents do not contain an Increase/Decrease field, and dollar
amounts can be either a positive or negative amount

= On abudget document, the user enters the dollar amount that is the delta, or the desired
change from the previous entry. In accounting documents, the dollar amount entered is the
correct amount after the change. The system calculates the delta amount that must be posted
to achieve this amount

=  Budget documents contain an Action field that enables you to create new budget lines as well as
to modify, deactivate, reactivate, and delete existing budget lines

=  Budget documents do not have a function of Modification or Cancellation; therefore, a budget
document never has a version number greater than one

= QOther differences in how budget documents post in the system are outlined in AFIS online help

For example, if a project budget was established for $100,000, but an additional $50,000 was awarded, a
new budget document would be created to increase the budget. The data in the pertinent fields on the
budget document would be:

=  Action - Modify

= |ncrease/Decrease - Increase
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= Dollar Amount - 50,000

When the budget document is submitted to Final Phase, the project budget would be increased to a
total of $150,000.

Budget Document Structure
All budget documents contain the Header and the Budget Level components. Each budget level also has

a Controls tab that displays the budget controls in place for that budget level. Data is never entered on
the Controls tabs. They are for informational purposes only.

The Header component identifies Start Date, End Date, Fiscal Year, Transaction Date, and Accounting
Period for the document. The fiscal year and period associated with the Created On date are defaulted,
but may be overwritten with prior or future fiscal periods.

Phasze Reimbursable Budget(BGPHR) | Dept: DTA  ID: FO1503080501  Wer.: 1 Function: Mew  Phase: Final h

| Header

Start Date: 03/01/2014

End Date:

[ I

Transaction Date: (0g01,/2014
Fiscal Year:
Period:
Created On: 030572014
Created By: bpomeroy
Modified On: 05/05/2014

Modified By: bpomeroy

The Budget Level components identify the Chart of Accounts elements for each level of control within
the budget structure. As identified in the previous topic, the number of levels and the Chart of Accounts
elements controlled by each level varies for each budget structure. Each budget level allows you to
create or modify a budget line with the associated dollar amount of the action.

Phase Reimbursable Budget(BGPHR) | Dept: DTA  ID: FO1S03030501  Wer.: 1 Function: Meww  Phase: Final j
Header
| Program Expense| Total Lines: 1
Program Expense Controls Total Lines: 0
| Phase Expense | Total Lines: 1
Phase Expense Controls Total Lines: 0

A key feature of the budget document is the Smart Budget Rollup button. This feature allows the user to
enter a budget line at the lowest level in a budget structure, then automatically create the higher level
budget lines by clicking the Smart Budget Rollup button. For example, for program budget lines using
Budget Structure 38, you may enter data at the Program Period Budget Level, then use the Smart
Budget Rollup functionality to populate data on the Program Budget and Major Program Budget levels
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of the budget structure. In creating the higher level budget lines, the Smart Budget Rollup process also
looks at the upper budget level(s) to determine if any of the higher level budget lines already exist. If so,
and if the lower level line was entered with a line action of New, the higher level line(s) would be
created as Modify. This ensures that all levels of the budget structure remain in balance.

Grant Budget(BGPDE) Dept: 200 ID: 201500000012  Wer.: 1 Function: New  Phase: Final j
Header
Major Program Budget Total Lines: 1
Major Program Budget Controls Total Lines: 0
Program Budget Total Lines: 1
Program Budget Controls Total Lines: 0
Program Period Budget Total Lines: 1 ==
-
Department Major Program Program Program Period Dollar Amount Increase/Decrease Event Type
200 BUDGET BUDGETY PPCO1 $4,000.00 Increase B0
From 1 to 1 Total: 1

Program Period Budget -ﬂ

Action: | Mew Reservation Type: i
Event Type: BG01 & Fiscal Year: 2015
Hame: Period: 5
Start Date: 0770152014 B Department: 200 1
End Date: 10/31/2015 s Major Program: BUDGET &
Dollar Amount:  §4 n00.00 Program: BLUDGETY ﬁ
IncreaseMDecrease: | Increass Program Period: ppen i
Contact: @
Contact Hame:
Perform Budaet Rollup ‘ | Simiatt Budget Rollug

Also present on the budget document is the Perform Budget Rollup button. Clicking this button will also
create the higher levels of the budget structure, but this process does not check for existing budget lines
at the higher levels of the budget structure. Therefore, this button is used only when it is known that
budget lines have not been created, such as during initial budget preparation. On the job, it is best
practice to use the Smart Budget Rollup button.

| Perform Budget Rollug | Smart Budiget Raollugp |

Establish Budgets for Cost Accounting
As mentioned, the budget structures used for each cost accounting activity will depend on the
characteristics of the grant or project. If the grant or project is using the automated reimbursement or

front end split process, then both a program budget and reimbursement budget document must be
created.

For the AZ Expressway Project scenarios in this lesson, we will use the BGPDE and BGPDR documents.

Within the budget document, budget lines are created for each unique combination of Chart of
Accounts elements. Using our example, the budget for the AZ Expressway Project, Loop 707-Bridge 1
Program - Engineering Phase is $40,000. A single budget line for $40,000 is entered on a BGPDE
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document to control how the project funds are expended. In addition, two budget lines are entered on a
BGPDR document: one budget line for each Funding Line on the eligible Funding Profile. The dollar
amount is distributed between the two Funding Lines according to the 80/20 funding split as illustrated
in Table 3.

Note: In practice, additional budget lines are also created for ineligible costs. For instructional purposes,
the activities in this lesson will only include budget lines for eligible costs.

Table 3: Budget Lines for the AZ Expressway Project — Engineering Phase

Budget | Budget | Program Program Funding Profile/ Dollar Amount
Doc Line Period Funding Priority/

Code Funding Line

BGPDE |1 XXXX XXXX N/A $1,500,000
BGPDR |1 XXXX XXXX XX/10/1 $1,000,000
BGPDR | 2 XXXX XXXX XX/10/2 $500,000

When additional project phases are budgeted, additional budget documents are created in a similar
manner.

Event Types on Budget Documents

The Event Type field on a budget document tells AFIS how to process a budget transaction, and
determines the budget tracking field that the transaction is posted to. Different Event Types are used
depending on the budget structure that is selected for the project. The Increase/Decrease field provides
additional instruction to AFIS, regarding the direction of the change, because negative numbers are not
entered on budget documents. For more information on budget transactions see the AFIS Budgetary
Control course.

For Budget Structures 39 and 40, the Event Type BG22 is used for all budget lines for proper functioning
of budgets with the automated reimbursement or front end split process. For Budget Structures 37, 38,
and 96, multiple Event Types are used. Refer to Table 4 for the appropriate combinations of the Event
Type and Increase/Decrease fields based on the type of budget action desired.

Table 4: Event Type and Increase/Decrease Fields on Budget Documents

Desired Budget Structures 37, 38, and 96 | Budget Structures 39 and 40

Action Event Type Inc/Dec Event Type | Inc/Dec
Increase BGO1 INCREASE Awarded BG22 INCREASE
Adopted

Decrease BGO1 DECREASE Awarded BG22 DECREASE
Adopted

Amend BGO3 INC/DEC Awarded BG22 INC/DEC
Adopted

Budget BGO6 INCREASE Awarded BG22 INCREASE
Transfer In

Budget BGO7 INCREASE Awarded BG22 DECREASE
Transfer Out
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AcTivity 4.3
View a Project Budget Documents (BGPDE and BGPDR)

Scenario
View the appropriate budget lines for the $1,500,000 AZ Expressway Project, Loop 707-Bridge 1 Program
— Engineering Phase.

Setup

v' User is logged in to the AFIS Home Page.

v" The Major Program, Program, Phase, Program Period, Funding Profile hierarchy, and funding
profile inference records for the AZ Expressway Project, Loop 707-Bridge 1 Program have been
established.

v" BGPDE and BGPDR documents to establish budget lines for the project have been submitted to
Final Phase.

Steps
A. Navigate to the Document Catalog.

1. Onthe Secondary Navigation Panel, click Search.
2. Click Document Catalog.

Training - Financial

Message Center
E Search

Page Search

Document Catalog

Report Zearch

B. Search for and open the BGPDE document for the AZ Expressway Project.

1. Inthe Code field, enter BGPDE.

In the Dept field, enter DTA.

In the ID field, enter UAT Tester.

Click Browse. The BGPDE document is listed in the grid.

P wnN

Document Catalog

Create &k
¥ Document Identifier
Code : gopoE A | Unit
Dept.: na ID: AT TESTER

b User Information

P Document State

Browwse | Clear
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5. Inthe ID column, click the ID for the BGPDE document.

Open Validate Submit Copy

Code Dept. Unit [[1] Comments Version Function Phase Status Date User I  Amount
BGPDE DTA AT TfSTER illa] 1 Mew Firal Submitted 1072114 ghenderson F0.00
First Prev Next Last

C. View the budget information in the BGPDE document for the AZ Expressway Project, Loop 707-
Bridge 1 Program — Engineering Phase.

1. To navigate within a document, you can either click the component name at the bottom of the
document or use the Document Navigator panel. In this training, you will use the Document
Navigator. If the Document Navigator panel is not displayed, click the Open Document
Navigator icon (small arrow on left side) to switch to Document Navigator mode.

2. On the Document Navigator, click Program Period Budget.

Document Havigator X

Header

hajor Program Budget

hajor Program Budget Contrals
Program Budcet

Program Budget Controls

Program Period Budget

Period Budget Cortrols
3. Notice the Event Type is BGO1 (Adopt an Expense Budget).
4. Notice the Increase/Decrease field indicates this is an Increase.

Program Period Budget

Action: | [ew
| Event Type: B0 il
Hame: &7EXP
Start Date: 10,21/2014 =
End Date: =l

Dollar Amount:  §1 500,000.00

IncreaseDecrease: [ncrease |

5. As this is the Program Period Budget you will notice that Department, Major Program, Program,
and Program Period have been populated with our AZ Expressway structure.

D. View the impact of the Smart Budget Rollup. The Smart Budget Rollup builds the remaining levels of
the budget structure up to Level 1 based on the budget entered at the Program Period level.

1. Onthe Document Navigator, click Program Budget.
2. Notice the budget line created is at the Program level.
3. Onthe Document Navigator, click Major Program Budget.
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E.

F.

G.

101

4.

Notice the budget line created is at the Major Program level.

Click Close and return to the Home Page.

1.
2.

Click Close.
Click Home in the Primary Navigation Panel to return to the Home Page.

Search for and open the BGPDR document for the AZ Expressway Project.

1.

vk W

6.
7.

On the Secondary Navigation Panel, click Search.
Click Document Catalog.

In the Code field, enter BGPDR.

In the Dept field, enter DTA.

In the ID field, enter UAT Tester.

Document Catalog

Creste & [B
= Document ldentifier
Code : papoR A | Unit :
Dept.: o7a ID: | )aT TESTER

Click Browse. The BGPDR document is listed in the grid.
In the ID column, click the ID for the BGPDR document.

View the budget information in the BGPHR document for the Federal funding of the Loop 707 -
Bridge 1 — Engineering Phase for the AZ Expressway Project (Funding Line One).

1. To navigate within a document, you can either click the component name at the bottom of the

2.

document or use the Document Navigator panel. In this training, you will use the Document
Navigator. If the Document Navigator panel is not displayed, click the Open Document
Navigator icon (small arrow on left side) to switch to Document Navigator mode.

On the Document Navigator, click Program Period Budget.

Document Navigator x]
Header

Program Budoet

Program Budget Contraols

Program Period Budget
Program Period Budget Cortrols
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3. Notice the Event Type is BG22 (Award Reimbursable Budget).
4. Notice the Increase/Decrease field indicates this is an Increase.

Program Period Budget

Action: | Mew

| Event Type: ge22 "ﬂ‘l

=]

Hame:

Start Date: 10/21/2014 B
End Date: B

Dollar Amount: 1 000,000.00

I IncreaseDecrease: | Increasze |

5. The Department, Major Program, Program, and Program Period have been updated for our AZ
Expressway example.

6. Notice the first budget line establishes a budget for Funding Priority 10 and Funding Line 1 for
the eligible Funding Profile AZEXP-E.

Department Major Program Program  Program Period Funding Profile  Funding Priority  Funding Line Dollar Amount  Increase/Decrease Event Type

I DTA ATERP LOOPTO7-B1 20M5 ATEX-E 10 1 $1,000,000.00 Increase B2 I
DTA MIEXP LOOPFO?T-B1 2015 MIER-E 10 2 $500,000.00  Increase BiG22

From 1 to 2 Total: 2

Program Period Budget ﬁ

Action: | [ew Reservation Type: i
Event Type: BE22 @ Fiscal Year: 2015
Hame: Period: 4
StartDate: 10212014 [ Department: | DTA 2
End Date: 5] Major Program: s 7Exp &
Dollar Amount: §1,000,000.00 Program: | 0OP707-B1 iy
k LA
Increase/ecrease: | Increase . @~
Program Period: 2015 i
Funding Year:
Funding Profile: a7Ex-E i
Region: ﬁ
Funding Prioritys 10 i
Funding Group: 1
Funding Line: 1 i
Funding Source ID: Frs7
Contact: a

H. View the budget information in the BGPDR document for the State Match funding of the
Engineering Phase for the Loop 707-Bridge 1 Program — Engineering Phase of the AZ Expressway
Project (Funding Line Two).

1. Inthe Program Period Budget grid, click the second Budget Line.
2. The information for Funding Line 2 of the AZEX-E Funding Profile is displayed in the scalar.
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DTA AZEXP

- ——

Department Major Program  Program  Program Period Funding Profile  Funding Priority Funding Line Dollar Amount  IncreaseDecrease  Event Type
§1,000,000.00 _Incresse

LOOPTO7-B1 2015

AZEX-E 10

1

BG22

OTA ATERP

LOOPTO7-B1 2015

ATEX-E 10

2

$500,000.00 Incresse

BiG22

From 1 to 2 Total: 2

Program Period Budget

Action:

Event Type:

Hame:

Start Date:

End Date:

Dollar Amount:
IncreaseDecrease:
Funding Year:
Region:

Funding Group:

Funding Source ID:

Tl

BG22 4

1072142014 [y

=
$500,000.00

Increaze

»

Reservation Type:
Fiscal Year:
Period:

Department:
Major Program:
Program:

Program Period:

54

2015

4

DTA &

ATEXP

LOCR7O7-B1 4@
2015 a

=

Funding Profile:

Funding Priority:

Funding Line:

[

AZEX-E

10

2

[ [

Contact:

Contact Hame:

[

View the impact of the Smart Budget Rollup.

On the Document Navigator, click Program Budget.

The Smart Budget Rollup summed the two Funding Line entries and displays the full budgeted

amount for the Program at the Funding Priority level.

B 0OTAT, Budtiat

Department
DTA AZERP
From 1 to 1 Totak 1

Major Program

Program

LOCPTOT-B1 2015

Program Period

Funding Profile
AEER-E

Funding Priority
10

Dollar Amount

§1,500,000.00 Increase

Increase/Decrease

Event Type
BG22

Click Close.

Click Home on the Primary Navigation Panel to return to the Home Page.

Note: Normally, a budget line for the ineligible Funding Profile is also established.

4.4. Overview of Budget Inquiry Pages

You have now established a project phase budget. Inquiry pages within AFIS provide quick, real-time

information on the budget status of a project.

Budget Inquiry Pages
When creating budget lines using the BGPDE and BGPDR documents, all of the budget levels within each

budget structure are displayed on a single document; however, there is a unique inquiry page for each

level of a budget structure. The naming convention for budget inquiry pages is BOXXLV# where XX is the

budget structure ID number and # is the level number. For example, the inquiry pages for Budget
Structure 39 are BQ39LV1 and BQ39LV2.
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Budget inquiry pages are accessed by entering the appropriate codes in the Page Code field on Page
Search, or by using the Jump to action. Once you navigate to one of the budget inquiry pages for a
project, you may also use the links at the bottom of the page to navigate between the different levels of
the budget structure for that project. For this topic, we will use both the Jump to action and the page
navigation links.

4.5. View a Cost Accounting Budget Inquiry Page

The budget inquiry pages provide real time summaries of actual expenditures, actual revenues, and
budgeted amounts. This topic examines the Budgeted Amounts component of the budget inquiry pages
in more detail.

Note: Budget and expenditure transactions are reflected on a budget inquiry page when AFIS documents
are submitted to Final Phase.

AcTiviTY 4.5
View a Project Budget Inquiry Page

Scenario
Now that you have viewed the budget documents for the AZ Expressway Project in AFIS, navigate to the
budget inquiry pages to view the project budget lines.

Setup

v User is logged in to the AFIS Home Page.

v" The Major Program, Program, Phase, Program Period, Funding Profile hierarchy, funding profile
inference and budget lines for the AZ Expressway Project, Loop 707-Bridge 1 Program —
Engineering Phase have been established.

v" The BGPDE and BGPDR documents establishing the budget have been submitted to Final Phase.

Steps

A. Navigate to the Major Program Budget: Level 1 (BQ38LV1) page to view details for the program
budget for the AZ Expressway Project.

1. Inthe Jump to field, enter BQ38LV1.

Click Go. The Major Program Budget page opens and a Search window is displayed.
In the Department field, enter DTA.

In the Major Program field, enter AZEXP.

Click Ok. The budget line for the AZEXP Major Program is displayed.

vk wN

Department : DTA

Major Program : AFEXP

Ok Clear Cancel
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B. Review the program budget for the AZ Expressway Project at the Major Program level.

1. Click the Budgeted Amounts component to expand it.

= Budgeted Amounts

Adopted : 34 500,000.00 2 Original Budget : 500,000.00

Awarded : 57 -, Current Budget : 51 s00,000.00
Amendments : ;g -}, Carry Forward : 300 4
Transfer In: g7 d, Reversions : 5 g 4,
Transfer Out : 57 p d, Allocated : 5, on =y

2. Notice the $1,500,000 budgeted amount at the Major Program for the project in the Adopted,
Current Budget, and Original Budget fields.

3. For the Adopted field, click the Magnifying Glass icon to drill down to the Detailed Transaction
Listing. Notice the grid displaying originating budget document with links in the Document

Identifier field.
Detailed Transaction Listing

Doc Code Doc Dept Doc 10 Document ldentifier Adopted

~ BGPDE OTA UaT TESTER BGEDE DTA AT TESTER $1,500,000.00
First Prev Mext Last Downlosd

search
Doc Code : gpnE Adopted F1 500,000.00
Doc Dept : 7a

Doc ID: 4T TESTER

4. Click the Document Identifier link to navigate to the BGPDE budget document.

5. Click the Close button to close the budget document. You are returned to the Detailed
Transaction Listing.

6. Click OK to return to the budget inquiry screen.

C. Navigate to the Program Budget (BQ38LV2) inquiry page.

1. Instead of using the Jump to field, while viewing the budget information for the Major Program
Budget, scroll to the bottom of the page and click the Program Budget link to navigate to the
BQ38LV2 page.

b General Information

Top

# Wajor Program Controlz O Program Bucdget

2. View the information contained on the Program Budget inquiry page for the AZ Expressway
Project.
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D. Navigate to the Program Period (BQ38LV3) inquiry page.

E.

1.

Scroll to the bottom of the page and click the Program Period Budget link to navigate to the
BQ38LV3 page.

b General Information

Top

¥ Program Budget Controls  OF Program Period Budget  ©F bsjor Procram Budget

View the information contained on the Program Period Budget inquiry page for the AZ
Expressway Project.

Navigate to the Reimbursable Grant: Funding Priority (BQ39LV1) page to view details for the budget
for the AZ Expressway Project.

1.
2.

In the Jump to field, enter BQ39LV1.

Click Go. The Reimbursable Grant: Funding Priority page opens and a Search window is
displayed.

In the Dept field, enter DTA.

In the Major Program field, enter AZEXP.

Click Ok.
Department : DTA Program Period :
Major Program : AZEXP Funding Profile :
Program : Funding Priority :
Ok Clear Cancel

Review the budget for the Loop 707-Bridge 1 Program - Engineering Phase of the AZ Expressway
Project at the Funding Priority level.

Note: In practice, normally two budget lines will be displayed: one for the eligible Funding Profile
and one for the ineligible Funding Profile.

Click the Budgeted Amounts component to expand it.
In the Budgeted Amounts component, notice the $1,500,000 budgeted amount at the Funding
Priority level for the project in the Awarded, Current Budget, and Original Budget fields.
= Budgeted Amounts
Adopted : 5500

Awarded : 1 s00,000.00
Amendments : 500

Original Budget ; 1 500, 000.00
Budget Regerve : F0.00

Purchase Reservations : 57 0p
Expected Revenue : §;n Allocated : 57 o
Transfer Out : 5.

Transfer In: g0 p

LPLLLLEL

Current Budget : 51 50000000
Carry Forward : 40 p
Reversions : 50 0p
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G. Navigate to the Reimbursable Grants: Funding Line (BQ39LV2) inquiry page, and then return to the
Home Page.
1. Scroll to the bottom of the page and click the Program Period Budget link to navigate to the
BQ39LV2 page.

P General Information

Program Budget Cortrols * Program Period Budoet

2. View the information contained on the Reimbursable Grant: Funding Line inquiry page for the
Loop 707- Bridge 1 Program - Engineering Phase of the AZ Expressway Project. In the summary
grid, notice there is a check mark to the left of the first line, indicating you are viewing the
details for Funding Line 1.

Reimbursable Grant: Funding Line

Department Major Program  Program  Program Period Funding Profile Funding Priority Funding Line Current Budget Actual Exp Total Ry Unobligated  Unrecogni;
v DT& ATERP LOOPTO7-B1 2015 AZEX-E 10 1 $1,000,000.00 $0.00 F000 §1,000,000.00 $0.00
DTA AZERP LOOPTO7-B1 2015 AIEX-E 10 Z $500,000.00 §0.00 $000 §500,000.00 pajin}

3. Click the Budgeted Amounts component to expand it. Notice the $1,000,000 budget in the
Awarded, Current Budget and Original Budget fields for the Federal funding in Funding Line
One.

+ Budgeted Amounts
Adopted : 000 34 Original Budget : 1 poo ooo.oo
Awarded : 34 0o 000.00 4 Budget Reserve : 5, q
Amendments : 51 4, Purchase Reservationg : 5 g £
Expected Revenue : 5, 4 Allocated : 57 g £,
Transfer Out: 000 £,
Transfer In: ;00 4,
Current Budget : 51 noo oo0.00
Carry Forward : 57 0p £,
Beversions : 5 o0 Y

4. Click the Magnifying Glass icon, beside the Awarded field, to drill down to the Detailed
Transaction Listing. Notice the grid displaying originating budget document and the dollar
amount of the transaction.

5. Click OK to return to the budget inquiry screen.

6. Inthe summary grid, click the line for Funding Line 2.
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Notice the $500,000 budget in the Awarded, Current Budget, and Original Budget fields for the
State Match funding in Funding Line Two.

= Budgeted Amounts
Adopted : 5 o ry original Budget : §=00 000 .00
Awarded : 5500000 00 F Budget Reserve : 5
amendments : 5000 .., Burchase Reservations : 5000
Expected Revenue : 5 g 3 Allocated : 37 p
Trangfer Out : 51 o 4,
Transferin: §;0p 4
Current Budget : 52070 00000
Carry Forward : 5 0 4
Reversions : g 0p 4

Click Home on the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

Reviewed the use of budget structures to establish and control budgets in AFIS
Identified the program budget structures most commonly used by the State

Recognized that Budget Structures 39 and 40 are the budget structures used for projects and
grants using the AFIS automated reimbursement or front end split process

Created program period budget lines for eligible project expenditures using the BGPDE
document

Created program period reimbursement budget lines for eligible project expenditures using the
BGPDR document

Viewed information on a budget inquiry page

Drilled down to originating budget documents from a budget inquiry page

Check Your Progress

1. Which are true about budget structures?

a. Budget structures are used to track and control expenditures in AFIS
b. Budget structures are based on different combinations of Chart of Accounts elements

c. Botha.andb.

2. The most common budget structures used for grants and projects are

a. Budget Structures 37 and 38
b. Budget Structures 38 and 39

108



AFIS | Cost Accounting

C.

Budget Structures 39 and 40

3. Which is true of a budget document as compared to an accounting document?

a.

e.

A budget document has an Increase/Decrease field whereas an accounting document does
not

In a budget document, only a positive number may be entered in the Dollar Amount field,
whereas in an accounting document either a positive or negative amount may be entered in
the Dollar Amount field

In a budget document that is used to modify a budget, the dollar amount entered reflects
the delta or the dollar amount to be changed, whereas the dollar amount entered on an
accounting document is what should appear

A budget document will always have a version number of one, whereas an accounting
document will have a new version number assigned when the document is modified

a., b, c.,andd.

4. The Smart Budget Rollup button is used to create budget lines for higher levels in the budget
structure based on the budget information entered at the lowest level of the budget document.

a.

b.

True

False

5. You may only use Page Search or the Jump to field to navigate to each budget inquiry page.

a.

b.
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5. CoOST ACCOUNTING SETUP DOCUMENT

Learning Objectives

In this lesson, you will:
=  Create a Cost Accounting Setup (CAS) document to create a new cost structure and new budget
lines
= View the BGPDR and BGPDE documents created from the CAS document

= Create an entry on the Funding Profile Inference 4 (FP14) page for eligible expenditures and
ineligible expenditures

= View the records on Major Program reference tables created from the CAS document

= View the budget lines created by the BDPDR and BGPDE documents

Lesson Overview

The preferred method to establish a project or grant, or to create new components for an existing
project or grant, in AFIS is completion of a Cost Accounting Setup (CAS) document. The CAS document is
used to:

= Create some but not all of the Chart of Accounts elements used for cost accounting
= Add new Programs, Program Periods, and Funding Profiles to an existing Major Program
= Add new Phases to an existing Program
= Create an inference on the Funding Profile Inference 2, 5, or GFPI pages, if appropriate
= Create a budget document for the new project or grant
The CAS document cannot be used to:
=  Modify entries on an existing records on any of the Major Program pages
= Create new entries on the Phase page

= Create entries on any other funding profile inference page

5.1. State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID PA-TB-001 and represented Figure 10 by below.

1. Managers within each department identify the cost structures data elements required to track
the related expenditures, revenues, and budget balances for grants, projects, programs, and
jobs within the cost accounting module. If a department requires assistance establishing a new
cost structure, the managers within each department will work with the General Accounting
Office (GAO).
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2. Managers within each department will work with the GAO to determine the optional
configuration of the cost structure for the department’s needs.

3. The department is responsible for completing the Cost Accounting Setup (CAS) document.
Additional supporting information and/or justification documentation may be attached to the
CAS document. Once completed, the document will be validated and submitted, routing it
through workflow for approval.

4. The CAS document requires review and approval by the department. Departmental approval will
be configured for the individual departments as needed. If a document is rejected, it will be set
to a draft state allowing department users to modify or correct the document and resubmit. CAS
documents created by the department require GAO approval. CAS document will be routed to
GAO for review and approval.

5. The CAS documents will be routed through workflow to the GAO for review and approval. If a
document is rejected, it will be set to a draft state allowing department users to modify or
correct the document and resubmit.

6. When final approval has been applied, the CAS document updates the relevant Cost Accounting
Structure and inference tables, establishing the cost structure. If budget information is included
on the CAS document, expenditure and reimbursement budget documents will be generated to
establish the budget balances for the cost structure.

Figure 10: Process of Creating a Cost Accounting Setup Document (PA-TB-001)

Department
need assistance

Approved?

5.2. Overview of the Cost Accounting Setup (CAS) Document

A CAS document is used to create most, but not all elements of a cost structure that define a project or
grant. A CAS document is the preferred method to create project and grant elements because the
document can be routed for review and approval through workflow, it provides an audit trail of who
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created the new elements and when they were created, and allows supporting electronic files to be
attached to the document.

A CAS document creates new records on the following reference pages.

=  Major Program
=  Program

= Program Phase
=  Program Period

=  Funding Profile, Funding Priority, Funding Line, Internal Buyer Funding Line, and Funding Profile
Inference (for grants and projects using the automated reimbursement or front end split
process)

CAS documents can be used to add new Programs and/or Program Periods to existing Major Programs,
but cannot be used to modify fields on existing records on any of the Major Program reference pages.
Changes to existing Major Program, Program, Program Period, Program Phase, and Funding Profile
records must be made using the Cost Accounting Modification (CAM) document. The CAM document is
discussed in the next lesson.

The CAS document can be used to associate Phases to new or existing Programs, but cannot be used to
create new Phases. Any new Phases to be referenced on the CAS document must be established by the
department on the Phase (PHASE) page in advance.

The CAS document can be used to associate an existing Stage Profile with a new Program Period, but
cannot be used to enter Stage Start Dates and Stage End Dates on the Stage Definition Setup page. Stage
Definitions must be established by navigating to the new PPC record after the CAS document is
submitted to Final Phase. At this time, the State is not using Stage Profiles and Stage Definitions.

The CAS document creates BGPHE, BGPDE, BGPDR, and BGPHR documents, in Final Phase, as
appropriate for the Major Program identified. The budget line may be either for a new Program created
on that same CAS document or for an existing Program within that cost structure.

5.3. CAS Document Components

Documents in AFIS are made up of various components (sometimes referred to as ‘sections’). CAS
documents contain 12 components. Figure 11 illustrates the relationship between these components.
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Figure 11: Cost Accounting Setup Document Component Relationships

Header

¥

Major Program

Program Program Period Funding Profile Funding Profile Budget
2 T Inference
Program Funding Priority
Phase 7
FundingLine
¥
Internal Buyer Created <
FundingLine Documents

The components of a CAS document are:

= Header - Stores values that apply to the entire document

= Major Program - Creates or identifies the Major Program that defines the grant or project and
sets global characteristics for all Programs defines within the Major Program

=  Program - Creates or identifies the breakdown of the Major Program based on budgeting,
reporting, and/or Chart of Accounts inference requirements

=  Program Phase - Associates a Phase to a specific Program
=  Program Period - Establishes award periods under the Major Program

= Funding Profile - Creates or identifies a high-level code that captures the billing characteristics
of expenditure. Identifies the funding relationships within a Major Program

=  Funding Priority -Identifies the stages of billing for a Funding Profile

®  Funding Line - Identifies the billing information related to a specific funding source within a
Funding Profile and Funding Priority

= |nternal Buyer Funding Line - Identifies one or more State funding sources for a specific Funding
Line

=  Funding Profile Inference - Defines inference rules for the Funding Profile (FPI2, FPI5, GFPI)

= Budget - Creates program and reimbursement budget documents based on the budget
document code and Chart of Accounts elements entered in this component

= Created Documents - Displays the document information related to the budget documents that
are created as a result of the CAS document being processed to Final Phase
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Cost Accounting Setup Header Component

The Header component stores values that apply to all components of the CAS document. The General
Information tab contains descriptive fields and date information common to most document headers.

Cost Accounting Setup Header — General Information Tab
The Header allows the user to store information that applies to all components of the CAS document. All

fields in this tab are optional; refer to department procedure.

| Meader 00000000 |

(O EW G Extended Description | Document Information

Document Hame: -

Record Date: 10/21/2014 =
Fiscal Year: 2015
Period: 4

Document Description: -

Cost Accounting Setup Header — Extended Description Tab
The Extended Description tab contains one large text field for entering a long description of the
document or notes related to the processing of the document.

General Information WSACEHGI IR Document Information

Extended Description:

Cost Accounting Setup Header — Document Information Tab
The Document Information tab displays the user ID’s and dates for document creation and modification.

General Information || Extended Description ARt d il iy

Created By: ghenderson

Created On: 10/21/2014
Muodified By: ghenderson

Modified On: 1072172014
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Cost Accounting Setup Major Program Component

The CAS document allows you to specify only one Major Program per document. If you wish to establish
multiple Major Programs, a separate CAS document must be submitted for each Major Program.

A Major Program line is required within the CAS document. However, unlike most fields supported by a
pick list, on a CAS document you may either enter or auto generate a new Major Program code.

If a new Major Program is being created, the Major Program (MJPRG) page is updated with the new
entry when the CAS document is submitted to Final Phase. Realize that the new code is not available in
the Major Program pick list until the CAS document is submitted to Final Phase.

Once the Major Program code is either manually entered or selected from the pick list in the Major
Program component, that Major Program code is auto populated in subsequent components of the CAS
document.

Cost Accounting Setup Major Program — General Information Tab

The General Information Tab identifies the Department; Major Program code, Name and Short Name;
and Reimbursement Status. The Effective From and To dates are commonly left blank on the Major
Program. Refer to department procedure.

: Department: DTA_Hajor Program: AZEFF e

Department Major Program Hame Active Effective From Effective To Reimb Status
o7 ATERP AT Expressway Yes Alloewved for Reimbursement
From 1 1o 1 Total: 1

= List Wiew
General Options || Rollups | Description/Contact | Highway Project || Overhead ﬂ
Department: D72 4| Effective From: =
DEPT OF TRAMSPORTATICN Effective To: B
Major Program: A7FEXP i. Active: [
Budgeting: [

Auto Generate: [
Prefix: Reimb Status: | Allowed for Reimbursement
Hame: A7 Expressway

Short Hame: &7 Expressway

Cost Accounting Setup Major Program — General Options Tab

The General Options Tab identifies global characteristics about the Major Program: whether Stage
Definitions will be used, the reimbursable budget structure to be used, how the Program Period will be
inferred (i.e. reporting basis), whether AFIS will apply funding splits to Accounting lines, and where AFIS
will find funding identification information.

The Drawdown Group field is available to link multiple Major Programs, if a single drawdown request
must be submitted to the Grantor.
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The Grant ID field is available to link the Major Program to a grant award in the Grant Lifecycle
Management module.

General Information |REENEEIRGGHEE Follups || Description/Contact | Highway Project || Overhead

Stage Definition: [ Reclass Exclusion: [
Reimb Budget: 4n | Split Type: | Front End Split (FES)
PHASE REIMBURSABLE BUUDGET Federal Appropriation | Frogram Period
Setup:

Reporting Basis: | Caszh

Internal Yendor: ﬁ |
Drawdown Group: |
Grant ID: |
Drawdown Department:
Grant ID Hame:

Drawdown Unit:
Streamlined Task Order |
Billing:

CFDA Validation Required: |

Cost Accounting Setup Major Program — Rollups Tab
Four rollups are available for the Major Program: Class, Category, Group, and Type. Refer to department
procedure for completion of these optional fields.

General Information || General Options m DescriptionfContact | Highway Project | Owerhead

Major Program Class:

Major Program Category:

Major Program Group:

[ [ [ =

Major Program Type:

Cost Accounting Setup Major Program — Description/Contact Tab

The Description/Contact Tab provides the ability to identify a contact person for the Major Program and
a free form description field. Description/Contact fields are also available on the Program, Program
Phase, and Program Period components.

General Information | General Options | Rollups |EEE=aie el @ Hiolreay Project | Overhead

Contact: e | Description: -

[T

Cost Accounting Setup Major Program — Highway Project Tab

The Highway Project tab provides multiple fields to identify the location of a project. Highway project
information can be recorded at the Major Program, Program, or Program Phase levels. The coding level
used to track the Highway project information is determined by the department.
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Project Agreement
Humber:

County:
Mile Post Start: 150 0000
Mile Post End: 175 0000
Mile Post Length: 25.0000
Station:
Entity:

Area:

General Infarmation || General Options | Rollups | DescriptionfContact WRllasE A T @l Overhaad

Secondary Road Plan:
Building Humber:

Parcel Humber:

Corridor:

Board Entity:

Legislative Entity:

Indian Reservation:
Highway Functional Class:

Waork Description:

Cost Accounting Setup Major Program — Overhead Tab
This tab is used to record whether overhead transactions are allowed for this Major Program and, if so,
what the default overhead rate is. Fields are also available to identify whether AFIS will be required to
redirect, or overwrite, Chart of Accounts elements from a source transaction when the overhead charge
transaction is created. If Overhead Redirection is required, the Chart of Accounts elements to be used

are entered in the appropriate fields in this tab.

_ : - DTA_Major Peogram: AE%

DTA AFEXP

From 1 ta 1 Total: 1

General Information | General Options

Department Major Program

Rollups

Description/Cantact

Active

Yes

ity Prfc

Effective From Effective To

Reimb Status

Allovyed for Reimbursement

|

Overhead Eligible: [/
Overhead Redirection: [
Fund:
Sub Fund:
Object:
Sub Object:
Revenue:
Sub Revenue:
BSA:
Sub BSA:
Unit:
Sub Unit:

Appr Unit:

Activity:
Sub Activity:
Overhead Default Rate: 20 000
Function:
Sub Function:
Location:
Sub Location:
Reporting:
Sub Reporting:
Dept Object:
Dept Revenue:
Task:
Sub Task:
Task Order:
Program:
Phase:

Program Period:
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Program Component

Within the CAS document, each Program line is a component of the Major Program line so the Major
Program code is auto populated on the Program component. Multiple Program lines are allowed. Like
the Major Program component, you may either enter or auto generate a new Program code.

The Program Setup page is updated with a new Program code when the CAS document is submitted to
Final Phase. The new Program code(s) does not appear in a pick list for the Program field until that
occurs. When entering data for a new Program in the Funding Profile Inference and/or Budget
components of the CAS document, the new Program code must be manually entered exactly as it
appears in the Program component of the CAS document.

Cost Accounting Setup Program — General Information Tab

This tab identifies key information about the Program, to include the Program code (either manually
entered or auto generated), Name, and Short Name. The Effective From and To dates are optional, but a
Billing Agreement Date must be entered for Programs using the automated reimbursement or front end
split process, to indicate when billing for reimbursement may begin. If the Reimb Eligible field check box
is checked, this indicates the Program is using the automated reimbursement or front end split process.

Program Totel Lines: 1_Program: LOORTG5:

Department Program Hame Major Program Active Effective From Effective To Billing Agreement Date

DTA, LOCPYOT-B1  LOOP 707 BRIDGE 1 ATENP Yes 10/01/2014
From 1 to 1 Tatal: 1

[N E N GEGE General Options | Rollups | Description/Contact | Highweay Project | Fixed Asset Information | Program Dates

Department: DTA Effective From: 0=
Program: | QCP7O7-81 ﬁ' Effective To: B
Auto Generate: [~ Billing Agreement Date: 10,01 /2014 =
Prefix: Active: [/
Hame: | O0OP 707 BRIDGE 1 Budgeting: [~
Short Hame: 707 BRIDGE 4 Reimb Status: | Allovesd for Reimburssment
Major Program: AZEXP Reimb Eligible: [~
Sub Account: Reclass Exclusion: [
Site Location:
Program Status: 4|

Cost Accounting Setup Program — General Options Tab
The Drawdown Group field is available to link multiple Programs, if a single drawdown request must be
submitted to the Grantor.

The Grant ID field is available to link the Program to a grant award in the Grant Lifecycle Management
module.
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General Information EEGEHE RGO RN Follups | Description/Contact

Highway Project || Fixed Asset Information

FProgram Dates

Drawdown Group: il
Drawdown Department:

Drawdown Unit:

Grant ID:

Grant ID Hame:

Contract Withholding |

2|

Exempt:

Cost Accounting Setup Program — Rollups Tab
Four rollups are available for the Program: Class, Category, Group, and Type. Refer to department
procedure for completion of these optional fields.

Cost Accounting Setup Program — Description/Contact Tab

The Description/Contact Tab provides the ability to identify a contact person and an additional contact
person for the Program. Description/Contact fields are also available on the Major Program, Program
Phase, and Program Period components.

General Information || General Options | Rollups |[EEEERuieiETell Highway Project | Fixed Asset Information || Program Dates
4|

=]

Contact: Description: -
Contact Type:

Additional Contact:

Additional Contact Type:

Cost Accounting Setup Program — Highway Project Tab

The Highway Project tab provides multiple fields to identify the location of a project. Highway project
information can be recorded at the Major Program, Program, or Program Phase levels. The coding level
used to track the Highway project information is determined by the department.

Cost Accounting Setup Program — Fixed Asset Information Tab
The optional Fixed Asset Construction Program Level field is used to enable the Program Asset
Generation process. See Lesson 3 for additional information about this process.

General Infarmation | General Options | Rollups || DescriptionfContact | Highway Project (@gkdhEts=o gy dypbuhl Frogram Dates

Fixed Asset | FProgram-Fhasze
Construction Program
Level:

Cost Accounting Setup Program — Program Dates Tab
Multiple fields are available to track milestone dates for a Program.
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General Information | General Options | Rollups | Description’Contact | Highway Project | Fixed Asset Information |JE0T RG]

Award Date: In Service Date:

Authorization Date: Critical Date:

Planned Program Start
Date:

Encumbrance Availability
Date:
Actual Program Start Date: La=t Billed Date:

Program Sub=tantial
Completion Date:

Final Payment Date:

HEHE A A

Last Action Date:
Funding Expiration Date:

Project End Date:

HHH B8 380

Project Close Date:

Program Phase Component

This component is optional and is completed only if Phases will be used to track, report, and control
Program activities at the Phase level. Existing Phases may be associated with either new Programs or
existing Programs.

Within the CAS document, each Phase line is a component of the Program line. The Program must be
auto generated or entered first (if new), or selected from the pick list (if existing) in the Program
component of the CAS document. Once the proper Program is highlighted in the Program grid, Phases
can be associated to that Program by navigating to the Program Phase component.

Cost Accounting Setup Program Phase — General Information Tab

This tab is used to associate an existing Phase with the Program that was highlighted in the Program
component prior to navigating to this component. The Program is auto populated from the Program
component of the CAS document. The existing Phase must be selected from the Phase pick list. Then,
additional information about the Program/Phase combination may be entered (effective dates, Billing
Agreement Date, reimbursement information, etc.).

Program Phase TotalLines: 1 Phase: ENG

Department Phase Phase Short Hame Program Program Short Hame Billing Agreement Date  Active Reimb Eligible Reimb Status
o7 ENG ENGINEERING LOPFO7-B1  7OF BRIDGE 1 100015201 4 es es Alloenved for Reimbursement

From 1ta1 Total: 1

= List View
Description Contact | Highway Praject | Fixed Asset Information ﬂ

Department: DTA Effective From Date: E

Phase: EpNG ﬁn Effective To Date: E

Phase Short Hame: ENGINEERING Billing Agreement Date: 10/01,2014 ]
Program: LOOPTO7-B1 Active: [/
Program Short Hame: 707 BRIDGE 1 Reclass Exclusion: [~
Sub Account: Reimb Eligible: [~

Site Location: Reimb Status: | Allovved for Reimbursement
Program Status: < |
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Cost Accounting Setup Program Phase — Description/Contact Tab

The Description/Contact Tab provides the ability to identify a contact person for the Program Phase and
a free form description field. Description/Contact fields are also available on the Major Program,
Program, and Program Period components.

Cost Accounting Setup Program Phase — Highway Project Tab

The Highway Project tab provides multiple fields to identify the location of a project. Highway project
information can be recorded at the Major Program, Program, or Program Phase levels. The coding level
used to track the Highway project information is determined by the department.

Cost Accounting Setup Program Phase - Fixed Asset Information Tab
The optional Fixed Asset Construction Program Level field is used to enable the Program Asset
Generation process. See Topic 3.2 Program Setup for additional information about this process.

General Inforrmation || Description Contact | Highway Project gD EdSas 80ty

Fixed Asset Construction [
Program:

Program Period Component

Only new Program Period values specific to the Major Program may be entered on the Program Period
component of a CAS document. If an existing Program Period is entered, the system issues an error.
Each Program Period line is a component of the Major Program line; therefore, the Major Program code
is auto populated on the Program Period component. Multiple Program Period lines are allowed, but
Inference From and To dates cannot overlap and must be contiguous.

The Program Period (PPC) page is updated with a new Program Period code when the CAS document is
submitted to Final Phase. The new Program Period code(s) does not appear in a pick list for the Program
Period field until that occurs; therefore, when entering a new Program Period code in the Budget
component of the CAS document, the new Program Period code must be manually entered exactly as
you entered it in the Program Period component of the CAS document.

Cost Accounting Setup Program Period — General Information Tab

This tab is used to identify key information about the Program Period, to include the Program Period
code, Name, and Short Name, and the Program Period Inference From and Inference To date fields. The
Department and Major Program fields are auto populated from the Major Program component of the
CAS document.
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Department Major Program  Program Period  Program Period Inf From Program Period Inf To Reimb Status Program Period Sequence

CTA AZERP 2015 100012014 09/30/2015 Allovwed for Reimbursement
From 1to1 Total: 1

= List View
General Options | Description Contact | Funding ldentification ﬂ

Department: DTA Program Period Inf From: 10,01,2014 B

Major Program: &ZEXP Program Period Inf To: 0g/50/2015 B
Major Program Hame: A7 Expressway Active: [
Program Period: 20135 Budgeting: [~

Program Period Hame: 2015 A 7EXP Reimb Status: | Allowed for Reimbursement
Short Hame: 2015 AZEXP

Cost Accounting Setup Program Period — General Options Tab

If Stages are enabled for the Major Program, you may select an existing Stage Profile from the pick list.
Stage Definitions must be entered from the new PPC record after the CAS document is submitted to
Final Phase. At this time, the State is not using Stage Profiles.

General Information (RESEERY QOGN Description Contact | Funding [dentification

Stage Definition: Mo

Stage Profile: - |

(=]

Cost Accounting Setup Program Period — Description/Contact Tab

The Description/Contact Tab provides the ability to identify a contact person for the Program Period and
a free form description field. Description/Contact fields are also available on the Major Program,
Program, and Program Phase components.

Cost Accounting Setup Program Period - Funding Identification Tab

The Funding Identification tab is one of two places that CFDA or SEFA information may be entered for
the Major Program, as indicated on the Major Program component in the Federal Appropriation Setup
field. Additional fields are available to identify the Federal Appropriation Number, Letter of Credit
Number, and other tracking information.

General Information | General Options | Description Contact Rl Rl O]

Federal Catalog Agency: ﬁl SEFA ID:
Federal Catalog Prefix: SEFA Description: -
Federal Catalog Suffix: ﬁl

Federal Agency Hame:
Common Accounting Ho:
Federal Appropriation Ho: A |
External Account Ho:

Letter of Credit Ho:

Construction Budgeting
Authority Ho:

Federal Payment System:
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Funding Profile Component

A Funding Profile is required for projects and grants that use the AFIS automated reimbursement or
front end split process. The Funding Profile can be used for billing business rules within the Major
Program. It captures the reimbursement structure for the project or grant, tracks all of the details
related to the funding source(s) and funding agreement(s), and drives the reimbursement process.

At least two types of Funding Profiles are established for each reimbursable Major Program: eligible and
ineligible. An eligible funding profile identifies the funding details for participating or reimbursable
expenditures; an ineligible funding profile identifies the funding details for non-participating or non-
reimbursable expenditures. Normally only one ineligible Funding Profile is created for each Major
Program; however, multiple eligible Funding Profiles can be created as needed to reflect the various
funding agreements for the Major Program. The Reimb Eligible check box on the Funding Profile
component, Reimbursement Options tab, designates the Funding Profile as either eligible or ineligible
for reimbursement.

Within the CAS document, each Funding Profile line is a component of the Major Program line;
therefore, the Major Program code is auto populated on the Funding Profile component. Multiple
Funding Profile lines are allowed. As with the Major Program and Program components, you may either
enter a new Funding Profile code or select an existing code from the Funding Profile pick list.

The Funding Profile (FPRFLST) page is updated with a new Funding Profile code when the CAS document
is submitted to Final Phase. The new Funding Profile code(s) does not appear in a pick list for the
Funding Profile field until that occurs. So, when entering a new Funding Profile code in the Funding
Profile Inference and/or Budget components of the CAS document, the new Funding Profile code must
be manually entered exactly as you entered it in the Funding Profile component of the CAS document.

Cost Accounting Setup Funding Profile — General Information Tab
This tab is used to identify the Funding Profile code, Name and effective dates. The Department and
Major Program fields are auto populated from the Major Program component of the CAS document.

b Total Lines: 2_Funding Prafie: AZEXE ——

Department Major Program Funding Profile Funding Profile Hame

DT, AFERP AZEX-E AZEXP ELIGIBLE
DTA LTERP ATEH- ATEXP INELIGIELE

From 1to 2 Total: 2

= List Wiew
LeEN RN Feimbursement Options ﬂ
Department: DTA Active: [
Major Program: AZEXP Budgeting: [~
Funding Profile: 27Fx-E i Description: 27 EXPRESSWAY ELIGIELE

Funding Profile Hame: A 7ExP ELIGIBLE

Effective From: B
=

Effective To:
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Cost Accounting Setup Funding Profile — Reimbursement Options Tab

This tab identifies if the Funding Profile is eligible for reimbursement, if posting lines associated with this
Funding Profile can be reclassified for overflow purposes, and if related expenditures are eligible for
interest charges under the Cash Management Improvement Act (CMIA).

General Information Reimhursement Options

Reimb Eligible: [~
Reimb Status: | Allowed for Reimbursement
Overflow Exclusion: [

CMIA Interest: [

Funding Priority Component

Each Funding Priority line is a child record of the Funding Profile line, and multiple lines are allowed. The
system allows only new Funding Priority values to be entered. If an existing Funding Priority is entered,
the system issues an error.

Note: If a new Funding Line needs to be added to an existing Funding Priority, use the Cost Accounting
Modification document.

Cost Accounting Setup Funding Priority — General Information Tab
This tab is used to identify the Funding Priority code. The Department, Major Program, and Funding
Profile fields are auto populated from the Funding Profile component of the CAS document.

Fanging Priorty Total Lines: 1_Funding Piorits 10_Total Fund Line % 1000

Department Major Program Funding Profile Funding Priority Total Fund Line %
DTA AZEHP MATEH-E 10 100.00%

Fram 1 to 1 Total: 1

= List View

LGOS Feimbursement Options ﬂ

Department: DTA

Major Program: AZEXP

Funding Profile: AZEX-E

Funding Priority: 1p

Cost Accounting Setup Funding Priority — Reimbursement Options Tab

This tab identifies if the Funding Priority is established as the Overflow Priority, is eligible for
reimbursement, and if posting lines associated with this Funding Profile can be reclassified for overflow
purposes.

General Information Reimhursement options

Reimb Status: | Allowed for Reimbursement
Overflow Priority: [
Reimb Eligible: [

Overflow Exclusion: [

Total Fund Line %: 100.00%
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Funding Line Component

Each Funding Line is a child record of the Funding Priority line, and multiple lines are allowed. Only new
Funding Lines may be entered. The correct Funding Priority must be selected in the Funding Priority
component grid before navigating to the Funding Line, because the Funding Priority is auto populated
from the Funding Priority component.

Within a Funding Priority, one or more Funding Lines must exist to identify the funding sources.
Therefore, the system issues an error if the document is validated or submitted without a child Funding
Line for each of the document’s Funding Priority lines. The Reimb % of all Funding Lines must add up to
100% for a given Department/Major Program/Funding Profile/Funding Priority.

Cost Accounting Setup Funding Line — General Information Tab
All fields in the General Information tab are inferred from the Funding Priority or system generated.

Fording L Total Lines: 5__Funding Line: 1__Reimb %: o000
Department  Major Program  Funding Profile  Funding Priority  FundingLine  Federal Appropriation Ho Other Funding Source D~ Reimb %  Tot Buyer Line % CMIA Method Customer ID
DT AIEXP AZER-E 10 1 FNST §0.00% 0.00% Zero Balance Accounting FEDAGCY DO00E
DT ATEXP ATER-E 10 2 20.00% 0.00% Mane
From 1 to 2 Total: 2 Gato line: Go
= List Wigw
LENETR NGO Reimbursement Options | Reimbursement | Front-End Split | Funding Identification n
Department: DTA
Major Program: AZEXP
Funding Profile: AZEX-E
Funding Priority: 10
Funding Line: 1

Cost Accounting Setup Funding Line — Reimbursement Options tab

Most of the funding agreement details are entered on the Reimbursement Options tab, to include the
Vendor Customer (VCUST) code for the funding source, the Billing Profile, the output desired from the
automated reimbursement process (RE only or RE/CR for external funding sources; internal sale or
expenditure credit for internal funding sources), the drawdown frequency, and the percentage of
expenditures funded by this funding source.

General Infarmation [MEGUENEEIRG LM Feimbursement | Front-End Split | Funding dentification

Internal Customer:

Billing Profile Type:
Reimb Owtput Type:

Reimb Frequency:

-

Cost Accounting Billing
Genetate Receivables Only

Weekly

Split Type

Tot Buyer Line %

Bank Account Code:

Unit: 2| Reimb Status: | Allowed for Reimbursement
Customner 1D FEDAGCYOD00G Al Reimb %: g0.00%
Customer Name: Department of Defense Max Reimb Amt: §0.00

: Front End Split (FES)

Cusgtomer Type: Federal (CMIAY CMIA Method: | Zero Balance Accounting
Billing Profile: cosT 2. Reimb Eligible: [
Fiscal Year: 2015

s 0.00%
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Cost Accounting Setup Funding Line — Reimbursement tab

The values entered in the Reimbursement tab are used to populate the Chart of Accounts fields on the
Receivable (RE) documents generated by the automated reimbursement process. When a field is blank
in this component, then the RE will inherit the value that was on the corresponding field on the
Accounting Line of the source expenditure document. If a value is entered in one or more fields in the
Reimbursement component, then those values will be populated in the corresponding fields on the RE
document that is generated by the automated reimbursement process.

General Information | Reimburserment Options Front-End Split | Funding Identification

Fund: s000 ﬁn Function: i-

Sub Fund: 4| Sub Function: 4
Revenue: 4215 ﬁn Reporting: i.

Sub Revenue: ﬁ. Sub Reporting: ﬁ-

Unit: 4| Location: 4

Sub Unit: ﬁn Sub Location: i:

Appr Unit: 4| Dept Object: 4

Object: ﬁn Dept Revenue: i:

Sub Object: | Task: 4|

Activity: 4| Sub Task: 4

Sub Activity: i

Cost Accounting Setup Funding Line — Front-End Split tab
The Front-End Split tab is utilized when the Chart of Accounts elements entered on the Accounting Line
must be overwritten on the Posting Line during the Front End Split process.

General Infarmation || Reimburserment Options | Reimbursement m Funding ldentification
Fund: 5000 4| Reporting: 4|

Sub Fund: i- Sub Reporting: i-

Unit: | Dept Object: 4|

Sub Unit: i- Task: i-

Appr Unit: i' Sub Task: i-
Function: 4| Debt ID: 4|

Sub Function: i-

Cost Accounting Setup Funding Line - Funding Identification tab

Normally, funding information is entered on the Program Period record for a Major Program. However,
this information may be entered on the Funding Line when there are multiple CFDA or SEFA numbers for
a Major Program within an individual Program Period. In this case, the selection from the drop down list
in the Federal Appropriation Setup field on the Major Program component will be Funding Line, and
fields in this tab are completed in the same manner as described for the Program Period component.
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Internal Buyer Funding Line Component

Internal Buyers are departments within the State that provide the State’s funding for a grant or project.
Each department that functions as an internal buyer must be established as a customer on the Vendor
Customer page.

The Internal Buyer Funding Line is used to enter one or more buyer lines that will fund the State Funding
Line (and be charged the expenditure). Each Internal Buyer Funding Line is a child record of the State-
funded Funding Line, and multiple lines are allowed. Only new Internal Buyer Funding Lines may be
entered. The correct Funding Line (the State-funded Funding Line) must be selected in the Funding Line
component grid before navigating to the Internal Buyer Funding Line, because the Funding Line is auto
populated from the Funding Line component.

Cost Accounting Setup Internal Buyer Funding Line — General Information Tab
All fields in the General Information tab are inferred from the Funding Priority or system generated.

Cost Accounting Setup Internal Buyer Funding Line — Reimbursement Options Tab

The value entered in the Buyer % field identifies the portion of internal expense funded by this Internal
Buyer. You may enter multiple lines on this component to split the expenditures among multiple
departments to support inter-governmental service agreements. The Reimb % of all Internal Buyer
Funding Lines must add up to 100% for a given Department/Major Program/Funding Profile/Funding
Priority/Funding Line.

Cost Accounting Setup Internal Buyer Funding Line — Expense Tab
The values entered in the Expense tab are used to populate the Chart of Accounts fields on the Internal
Exchange Transaction (IET) documents generated by the automated reimbursement process.

Funding Profile Inference Component

The funding profile inference pages establish the rules for inferring a funding profile, based on the Chart
of Accounts elements entered on accounting and procurement documents. This simplifies data entry for
project and grant accounting transactions. If a reimbursement-eligible Program code is entered on a
document Accounting Line, an entry must be present on one of the funding profile inference pages.
Otherwise, an error is generated.

The Funding Profile Inference component of the CAS document allows you to link a Program to a
Funding Profile by updating the one of three funding profile inference pages:

=  Funding Profile Inference 2 (FPI2)
=  Funding Profile Inference 5 (FPI5)
=  Grant Funding Profile Inference (GFPI)

The Funding Profile Inference lines are not children records of any other document component. Multiple
lines are allowed. If another funding profile inference page (other than the three listed above) is
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necessary to infer a Funding Profile, the updates must be made directly on the appropriate page, after
the CAS document is submitted to Final Phase.

Note: If additional entries on funding profile inference pages are needed, these entries will not be routed
through workflow for approval; therefore, it is recommended that two individuals review the accuracy of
the entries prior to saving to AFIS.

The Department and Major Program fields are inferred from the Major Program component. The
selection made in the Funding Profile Inference field will dictate which additional fields are available for
data entry. For example, if FPI5 is selected, the Phase field will only be available for entry when FPI2 is
selected; since FPI2 is the only one of the three selections that infers a Funding Profile based on Phase.

Budget Component

AFIS automatically creates a budget document in Final Phase based on the Budget Doc Code and other
data indicated on the budget line. Multiple budget lines are allowed. The CAS is used to create program
budget documents, reimbursement budget documents, or both; depending on the needs of the grant or
project.

Within the generated budget document, the budget lines are created by copying the values from the
budget line’s fields to the corresponding fields in the appropriate level of the budget document. For the
BGPDR this is Level 1 — Program Budget. AFIS will populate the Level Two budget line based on the
Reimb % on each Funding Line. For the BGPHE and BGPDE, this is Level 3. If no errors are encountered,
all lines in the budget document will be created and the document will be in Final Phase.

A budget line can be created for both new and existing Programs, within the Major Program identified
on the CAS document. The existing Program does not have to be entered in the Program component of
the CAS, in order to enter a budget line for that existing Program.

Note: For projects and grants using the automated reimbursement or front end split process, the CAS
document may be used to create both the reimbursement and the program budget documents.

Created Documents Component

The Created Documents section displays the document information related to the budget documents
that are created as a result of the CAS document being processed to Final Phase. From this component,
the user may click the budget document link and navigate directly to the document.

If any errors are generated upon creation of the budget document, it will remain in Draft Phase. In this
case, to finalize the budget lines you must navigate to the budget document, address the errors, execute
Smart Budget Rollup if needed, validate, and submit the document. Any changes that are required to
address the errors will not be applied to the data in the CAS document, since it is in Final Phase. If
corresponding changes are needed to any of the Major Program pages, the corrections must be made
through completion of a CAM document.
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Document Modifications

Once submitted to Final Phase, the CAS document code does not allow any further modifications or
cancellations. If any modifications are subsequently needed, changes may be made on a Cost
Accounting Modification (CAM) document. See Lesson 6 for additional information on the CAM
document.

5.4. CAS Data Entry

Each CAS document component, except the Header component, requires information and/or
verification. This topic describes the data entry requirements for CAS documents. To create a CAS
document, use the Document Catalog.

Cost Accounting Setup Header

All fields in the Header component are optional. Refer to department procedure.

Cost Accounting Setup Major Program

A CAS document allows for only one Major Program. On a new CAS document, an initial blank line will
be pre-inserted for the user to complete. No Insert Line button is present on the Major Program section.

There are required and optional fields in the Major Program component of the CAS document. The key
fields in each tab are identified below.

Cost Accounting Setup Major Program - General Information

= Department - enter or select the department responsible for the Major Program

= Major Program - leave this field blank if establishing a new Major Program (the new Major
Program code will be auto generated using the following two fields). When adding new
elements to an existing Major Program, click the pick list button to choose the existing Major
Program code

=  Auto Generate - check the check box to activate the Auto Number Generation process for new
Major Programs. If an existing Major Program code was selected, the check box remains
unchecked

= Prefix - When using the Auto Generation process, enter a prefix if required by department
procedure

Note: the prefix must already exist on the AUTOCANO page for the Department being used.

= Name - Enter a name for the new Major Program. If an existing Major Program code is selected
from the pick list, the name will be auto populated from MJPRG

=  Short Name - Enter a short name for the new Major Program. If an existing Major Program code
is selected from the pick list, the short name will be auto populated from MJPRG
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Effective From and Effective To - These date fields are optional and typically remain blank for
the Major Program. Effective dates for project and grant activity are controlled on the Program
Period records

Reimb Status - This field is associated with the reimbursement functionality in AFIS. The default
entry Allowed for Reimbursement is selected unless transactions for the project or grant should
temporarily be suspended from reimbursement. If this is the case, select Suspended for
Reimbursement. If manual billing will be used for the Major Program, select Allowed for
Reimbursement

Cost Accounting Setup Major Program - General Options

Stage Definition - The State is not currently using Stage Profiles, so this check box remains
unchecked for all Major Programs

Reimb Budget - A reimbursement budget is required for projects and grants using the
automated reimbursement or front end split processes. The most common selection is Structure
ID 39. If budget control is required at the Program/Phase level, select Structure ID 40

Reporting Basis - This setting tells AFIS to infer the Program Period based on the record date of
the cash expenditure. For all Major Program records, the recommended setting is Accrual

Drawdown Group - (optional) A drawdown group is entered for projects and grants using the
automated reimbursement process, when a single funding agreement covers more than one

Major Program (usually in multiple departments). It may be overridden at the Program level.

Refer to Application Help for additional information on Drawdown Groups

Reclass Exclusion - This field indicates if posting lines that have this Major Program value are to
be reclassified when the offline Reclassification Process is run. See Application Help and the Cost
Accounting Run Sheets for additional information

Split type - The Split Type field instructs AFIS how and when to apply funding splits (for example,
Federal-funding of 75%, and State funding of 25%)

o For projects and grants using the automated reimbursement or front end split process,
select Front End Split (FES). This tells AFIS to apply the funding split at the time the
transaction is entered in the system

o For projects and grants not using the automated reimbursement or front end split process,
but if funding agreement information will be entered in AFIS for tracking purposes, select No
Automated Splits — Manual

o For projects and grants that will not use either the automated reimbursement process nor
the Funding Profile tables, select No Automated Splits — No Bill

Federal Appropriation Setup - The Federal Appropriation Setup field instructs AFIS where to
look for CFDA and other funding information. The options are Program Period or Funding Line

Grant ID - This field links the information on the grant award in the Grant Lifecycle Management
component of AFIS to the cost structure. For grants established at the Major Program level,
search for and select the Grant ID to which this Major Program will be associated

CFDA Validation Required - This check box indicates whether a CFDA number must be validated
against the CFDA Number (CFDA) page for Chart of Accounts elements established for this Major
Program. When checked, the Federal Catalog Prefix field and Federal Catalog Suffix field values
specified on the PPC page, Funding Line page, CAS document, or CAM document will be

130



AFIS | Cost Accounting

validated against the CFDA Number table to ensure it is a valid value. This check box defaults to
unchecked

Cost Accounting Setup Major Program - Rollups
All fields in the Rollups tab are optional. Refer to department procedure.

Cost Accounting Setup Major Program — Description/Contact
All fields in the Description/Contact tab are optional. Contact information may be entered at the Major
Program level, the Program level, or both. Refer to department procedure.

Cost Accounting Setup Major Program — Highway Project

All fields in the Highway Project tab are optional. This information can be recorded at the Major
Program, Program, or Program Phase levels. The coding level used to track the Highway project
information is determined by the department.

Cost Accounting Setup Major Program — Overhead
Eligibility for overhead charges is established at the Major Program level. All fields in the Overhead tab
are optional. Key fields in this component are:

= Overhead Eligible - If the Major Program is eligible for reimbursement of overhead, check the
Overhead Eligible check box

=  Overhead Default Rate - Enter the default overhead rate for the Major Program. This field is
required if the Overhead Eligible check box is checked

= Overhead Redirection - Check this check box if one or all chart of account elements from the
source transaction should be overwritten when AFIS creates the overhead charge transaction

o Chart of Accounts fields left empty in this tab do not change the value on the source
transaction when the Overhead charge transaction is created

o Chart of Accounts fields that have a code entered in this tab will overwrite the source
transaction Chart of Accounts element when the Overhead charge transaction is created

o Chart of Accounts fields with BLNK entered will delete the source transaction Chart of
Accounts elements. The field will be blank on when the Overhead charge transaction is
created

Cost Accounting Setup Program

In the Program component, the user selects the Insert New Line button to create a new blank line. A
new Program may be established, or an existing Program may be selected from the pick list if new
Program elements must be created on the CAS document.

There are required and optional fields in the Program component of the CAS document. The key
required fields in each tab are identified below.
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Cost Accounting Setup Program — General Information

Program - The unique ID code that identifies the Program. This identifies the project or the
grant. The Program code may be assigned manually or auto generated by AFIS. The State will
auto generate Program codes, so the Auto Generate check box should be checked. A PROG code
will be assigned when the record is saved

Prefix - Refer to department procedure. Valid entries in the Prefix field are:

o Enter a valid prefix for the department, if established on the Cost Accounting Auto
Numbering (AUTOCANO) page

o Leave the field blank. If a default prefix is established on AUTOCANO for the department, it
will be inferred. If a default prefix has not been established for the department, the Program
code will be auto generated without a prefix

Program Status - An optional field that is used to identify the status of a project or grant.
Statuses available from the pick list are established on the Program Status (PSTAT) page

Effective From and Effective To - These date fields are optional and typically remain blank.
Effective dates for project and grant activity are normally controlled on the Program Period
records

Billing Agreement Date - Required if the Program is eligible for reimbursement. The Billing
Agreement date determines when billing may start for a Program. For example, for grants, the
Billing Agreement date is populated with the grant award date. A drawdown request for this
Program will not be generated by the automated reimbursement process until on or after the
Billing Agreement date. This field is also available on the Program Phase (PHPRG) page and can
be entered there, if the authorization date for a Phase is different than the date entered on the
Program. If either or both Effective Dates are entered, the Billing Agreement Date must be equal
to either the Effective Date or within the range of Effective Dates

Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

Reimb Eligible - Tells AFIS whether the Program is eligible for reimbursement

o This check box should be checked for grants and for projects eligible for reimbursement and
utilizing the automated reimbursement or front end split process
o This check box should be unchecked for Programs ineligible for reimbursement

Reclass Exclusion - This field indicates if posting lines that have this Program value are to be
reclassified when the offline Reclassification Process is run. See Application Help and the Cost
Accounting Run Sheets for additional information

Cost Accounting Setup Program — General Options

Drawdown Group - (optional) entered for projects and grants using the automated
reimbursement process, when a single funding agreement covers more than one Program. Refer
to Application Help for additional information on Drawdown Groups

Grant ID - if the Grant ID is populated at the Major Program level, leave this field blank. If the
Program level is the appropriate level to link to the grant, search for and select the Grant ID to
which this Program will be associated
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Cost Accounting Setup Program - Rollups

Fields in the Rollups component may be populated, if needed, for State or department reporting

purposes.

Cost Accounting Setup Program - Description/Contact
Fields in the Description/Contact component are used to identify the manager and/or the first point of

contact for the project or grant and are populated according to department procedure. Fields available

in this component are:

Contact - names available from the pick list in this field are established on the Contact (CNTAC)
page. The name selected in this field may be the manager or the first point of contact

Contact Type - used to enter the position or type of contact for the individual identified in the
Contact field

Additional Contact - used to enter an additional contact name. This field is not associated with
the Contact page

Additional Contact Type - used to enter the position or type of contact for the individual
identified in the Additional Contact field

Description - used to enter additional information

Cost Accounting Setup Program - Highway Project
The fields in the Highway Project component are available on the Major Program, Program, and Program

Phase pages. If the Federal Agreement information varies between one or more program phases, it is

typically entered on the Program Phase page. These fields are used to identify where a project is

happening and what type of project it is. Refer to department procedure for the specific use of each

field.

Generic fields in this component can be used to identify the location of the project:

County

Area

Station

Building Number

Parcel Number

Project Site - can be used to enter any information about the site of a project that is not
captured in another field

Some fields are specific to roadway projects:
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= Type of Transportation Project
=  FHWA Improvement Type
Key fields for Federally-funded projects include:

= Federal Route

= Federal Section

=  Federal District

= Federal Sequence Number

Cost Accounting Setup Program - Fixed Asset Information

The optional Fixed Asset Construction Program Level field is used to enable the Program Asset
Generation process. This process automates the creation, management, and recognition of capital
balances with regard to construction projects. This process will generate fixed asset documents that
increase the dollar value, change the Fixed Asset Type, and cancel Fixed Asset Components.

The Fixed Asset Construction Program Level field identifies the level at which assets will be created:
Program or Program Phase. Guidance for completion of this field is as follows:

= Select Program if costs for all Phases of a project are eligible for capitalization to a single asset

= Select Program Phase if costs for only some Phases of a project are eligible for capitalization or
each phase need to be capitalized separately

= Leave the field blank if the Program Asset Generation process will not be used for the Program
(costs from the Program should not be associated with a Fixed Asset record)

Cost Accounting Setup Program - Program Dates
The fields in the Program Dates tab are typically used to record and report on project milestone dates.
Refer to department procedure.

Cost Accounting Setup Program Phase

To utilize a Phase for a specific Program, the Phase must be associated to the Program on the Program
Phase component. The Program Phase component of the CAS document is a child record of the Program
component; therefore, select the proper Program line before navigating to the Program Phase
component.

In the Program Phase component, the user selects the Insert New Line button to create a new blank line.
More than one Program Phase can be associated to a Program in the CAS. Repeat as many times as
needed to add additional lines.

Cost Accounting Setup Program Phase - General Information
Key fields in the General Information tab are listed below.

= Department - Inferred from the Program that was first selected on the Program component of
the CAS document
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Phase - Select an existing Phase from the pick list. The Phase Short Name will be inferred

Program and Program Short Name - Inferred from the Program that was first selected on the
Program component of the CAS document

Effective From and Effective To - Control when AFIS allows transactions to be created for the
Program Phase. These optional dates will be inferred from the Program if entered on the
Program component, but may be overwritten if appropriate for the Phase. Refer to department
procedure

Billing Agreement Date - Required for Program Phases utilizing the automated reimbursement
or front end split process. The date is inferred from the Program; however, a later date may be
entered on PHPRG, if appropriate for the Phase. The Billing Agreement date determines when
billing may start for a Program. A drawdown request for the Program Phase combination will not
be generated by the automated reimbursement process until on or after the Billing Agreement
date

Reimbursement Eligible - tells AFIS whether the PHPRG is using the automated reimbursement
or front end split process. The setting for this check box is inferred from the Program
component but may be changed

o This check box should be checked for projects utilizing the AFIS automated reimbursement
or front end split process

o This check box should be unchecked for projects not utilizing the AFIS automated
reimbursement or front end split process

Reimbursement Status - select Allowed for Reimbursement for all projects. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

Cost Accounting Setup Program Phase - Highway Project
The fields in the Highway Project component are available on the Major Program, Program, and Program

Phase components, and are entered according to department procedure. If the Federal Agreement

information varies between one or more program phases, it is typically entered on the Program Phase

page.

Generic fields in this component can be used to identify the location of the project:

County

Area

Station

Building Number

Parcel Number

Project Site - can be used to enter any information about the site of a project that is not
captured in another field

Some fields are specific to roadway projects:
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=  Mile Post Length (auto populated by AFIS)
= Corridor
= Highway Functional Class
= Direction
= Type of Transportation Project
=  FHWA Improvement Type
Key fields for Federally-funded projects include:

= Federal Route

= Federal Section

=  Federal District

= Federal Sequence Number

Cost Accounting Setup Program Phase - Fixed Asset Information

The Fixed Asset Construction Program Level field is optional and used to enable the Program Asset
Generation process. As mentioned in the Program Setup topic, this process automates the creation,
management, and recognition of capital balances, with regard to projects. The process will generate
fixed asset documents that increase the dollar value, change the Fixed Asset Type, and cancel Fixed
Asset Components. The Fixed Asset Construction Program Level field may be enabled at either the
Program or Program Phase levels.

= |f Program is selected in the Fixed Asset Construction Program Level on the Program Setup page,
or if this field is blank, then the Fixed Asset Construction Program Level check box on the
Program Phase page must be unchecked

= If Program/Phase is selected in the Fixed Asset Construction Program Level on the Program
Setup page, then the Fixed Asset Construction Program Level check box on the Program Phase
page may be checked. This field should be checked if the costs from that Phase should be
capitalized; unchecked if the costs from the Phase should not be capitalized

= Leave the check box blank, if the Program Asset Generation process will not be used for the
Program (costs from the Program should not be associated with a Fixed Asset record)

Cost Accounting Setup Program Period

In the Program Period component, the user selects the Insert New Line button to create a new blank
line. The component contains four tabs: General Information, General Options, Contact/Description, and
Funding Identification. More than one Program Period can be associated to a Major Program in the CAS
document. Program Periods must be sequential without overlaps.

Cost Accounting Setup Program Period - General Information
The General Information tab associates the Program Period with the Major Program that identifies the
grant or project.

= Department, Major Program, Major Program Name — These fields are inferred from the Major
Program component when the document is saved
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=  Program Period - Enter a Program Period code
=  Program Period Name and Short Name - Enter a Program Period Name and Short Name

= Program Period Inf From and Program Period Inf To - These date fields are used to define the
beginning and ending dates of the award period or fiscal year. This date range is typically a one
year period, but may be a two year period for grants that are awarded every two years. It is
important to note that if there are multiple entitlement years open, the inference dates cannot
overlap

= Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

Cost Accounting Setup Program Period - General Options

When Stage Profiles are used, the Stage Profile field in the General Options component is used to
identify which Stage Profile is used with this Program Period. Stage Profiles cannot be created using the
CAS document.

Note: The Stage Definition field on the Program Period General Options tab indicates No even though
you have checked the Stage Definition check box on the Major Program section of the CAS. When the CAS
document is submitted to Final Phase and the entries are made on the Major Program and Program
Period pages, the Stage Definition field will indicate Yes. Stage Definitions cannot be established using
the CAS document; they must be manually entered from the PPC after the CAS document is submitted to
Final Phase.

Cost Accounting Setup Program Period - Description/Contact
The Contact field may be used to identify who to contact for additional information about the Program
Period record. Refer to department procedure.

Cost Accounting Setup Program Period - Funding Identification

This tab is used to capture funding information about the project or grant. As mentioned earlier in this
lesson, the Federal Appropriation Setup field on the Major Program record instructs AFIS to look for
funding information either at the Program Period or Funding Line levels. Normally, this information will
be entered here on the Program Period component.

The CFDA number is identified using the Federal Catalog Agency and Federal Catalog Suffix fields in the
following manner:

= Federal Catalog Agency - Select a value from the pick list. Valid entries for this field are
established on the Federal Agency (FEDAGCY) page

= Federal Catalog Prefix - Is populated by the selection from the Federal Catalog Agency pick list,
based on entries in the Federal Agency (FEDAGCY) page. This represents the first two digits of
the CFDA number

= Federal Catalog Suffix - Select a value from the pick list. This represents the last two or three
digits of the CFDA number
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Note: If the CFDA Validation Required check box is checked for the Major Program associated with the
Program Period, then the Federal Catalog Prefix field and Federal Catalog Suffix field values entered in

this component are validated against the CFDA Number table to ensure it is a valid value.

Federal Appropriation No - Select a value from the pick list. New Federal Appropriation
Numbers must first be established on the Federal Appropriation Number (FAN) page before they
can be entered on the PPC component

SEFA ID and SEFA Description - If a Federal program does not have an assigned CFDA Number,
enter values in the SEFA ID and SEFA Description fields to assign an ID

Cost Accounting Setup Funding Profile

The Funding Profile is a hierarchy that consists of the Funding Profile, Funding Priority(s), Funding
Line(s), and Internal Buyer Funding Line(s).

Cost Accounting Setup Funding Profile — General Information

In the Funding Profile component, the user selects the Insert New Line button to create a new blank
line. More than one Funding Profile can be associated to the Major Program on the CAS document.
Repeat as many times as needed to add additional lines.

Department and Major Program - These fields are inferred from the Major Program component
of the CAS document when the document is saved

Funding Profile and Funding Profile Name - Use the pick list to select a previously-created
Funding Profile code or enter a new Funding Profile Code and Name

Effective From and Effective To - These fields are optional, refer to department procedure. If an
Effective From date is entered, it must be greater than or equal to Effective From entered on the
Major Program component

Cost Accounting Setup Funding Profile — Reimbursement Options

Reimb Eligible - Check this check box for eligible Funding Profiles. Uncheck this check box for
ineligible Funding Profiles

Reimb Status - Infers from the Major Program component. Select Allowed for Reimbursement
for all projects and grants. If processing of the automated drawdown request should be
suspended for any reason, select Suspended for Reimbursement

Overflow Exclusion - This check box determines if all posting lines that infer this funding profile
are eligible for Automatic Overflow as part of the Reclassification Process. If this flag is selected,
then posting lines that infer this funding profile cannot be reclassified for overflow purposes.
See the Appendix, Reclassification Process, for additional information

CMIA Interest - This check box indicates whether or not expenditures/charges that are allocated
to this funding profile are eligible for interest charges under the Cash Management
Improvement Act
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Cost Accounting Setup Funding Priority

In the Funding Priority section, the user selects the Insert New Line button to create a new blank line.

Cost Accounting Setup Funding Priority — General Information

Department, Major Program, and Funding Profile - These fields are inferred from the Funding
Profile component

Funding Priority - Enter a number to identify the Funding Priority. More than one Funding
Priority can be associated to the Funding Profile on the CAS document. Repeat as many times as
needed to add additional lines

Note: It is considered best practice to number Funding Priorities by 10s (for example, 10, 20, 30, 40), in

order to allow later insertion of a new Funding Priority in the proper sequence.

Cost Accounting Setup Funding Priority — Reimbursement Options

Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

Overflow Priority - Check this check box if the Funding Priority is the Overflow Funding Priority.
An Overflow Funding Priority must be established if expenditures exceeding the project or grant
budget are to be allowed. It is considered best practice to number the Overflow Funding Priority
98 or 99 to ensure that it is always the last priority available

Reimb Eligible - Check this check box for eligible Funding Priorities. Uncheck this check box for
ineligible Funding Priorities

Overflow Exclusion - This check box determines if all posting lines that infer this funding profile
are eligible for Automatic Overflow as part of the Reclassification Process. If this flag is selected,
then posting lines that infer this funding profile cannot be reclassified for overflow purposes.
See the Appendix, Reclassification Process, for additional information

Total Fund Line % - This field is system-generated and displays the total reimbursement
percentage for all funding lines in this Funding Priority. The total reimbursement percentage for
a Funding Priority should equal 100%. This field is updated whenever a new funding line is
added or there is a change in the reimbursement percentage for any funding line

Cost Accounting Setup Funding Line

Each Funding Priority has at least one Funding Line. The Funding Line indicates the funding sources and

specifies the funding source percentage. The Funding Line contains the detailed information presented

in the funding agreement.

For projects or grants with multiple and concurrent funding sources, the automated splitting of

expenditures (Funding Split), is determined by the percentages entered on the Funding Lines.

The Funding Line is a hierarchical child of the Funding Priority; therefore, the appropriate Funding

Priority must be selected prior to navigating to the Funding Line component. The Funding Line consists
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of the General Information, Reimbursement Options, Reimbursement, Front-End Split, and Funding

Identification components.

In the Funding Line section, the user selects the Insert New Line button to create a new blank line.

Cost Accounting Setup Funding Line - General Information
All fields in the General Information component are inferred from the Funding Priority, except for

Funding Line Number, which is sequentially assigned by AFIS when the document is saved.

Cost Accounting Setup Funding Line - Reimbursement Options
The Reimbursement Options component identifies the funding source and the important details related

to the funding agreement. Key fields include:

Unit - For eligible funding lines, enter All. For ineligible funding lines, leave this field blank
Customer ID - Select the code for the funding source from the Vendor Customer (VCUST) page

o Forthe external funding line, select the Federal agency or third party entity providing the
project or grant funding

o For the State match funding line, select the VCUST code for the department that will be
populated as the 2™ party on the Internal Exchange Transaction (IET) document

o Forineligible funding lines, leave this field blank

Billing Profile - Identifies billing instructions for the funding source. For eligible funding lines,
normally this will be COST. For ineligible funding lines, leave this field blank

Reimb Output Type - Identifies the documents generated by the automated reimbursement
process. Refer to State or department procedure for the proper entries for each Funding Line.
The options are:

o Generate Receivables Only - Select if AFIS should generate the Receivable (RE) document
only. Used for external entities

o Generate Receivables and Cash Receipts - Select if AFIS should generate both the Receivable
(RE) and the Cash Receipt (CR) documents. Used for external entities

o Internal Sale - This option will not be used by the State

o Internal Reimbursement - Select if the IET document will be generated as an expenditure
credit

o None - Select if documents will not be generated by AFIS and for ineligible funding lines

Reimbursement Frequency - determines the frequency of reimbursement for expenditures
charged to this funding line. Options are as follows. Refer to department procedure for the
proper selection. For ineligible funding lines, select None

N/A - See Billing Profile
None

Daily

Weekly

Semi-monthly
Monthly

Biweekly

Quarterly

O O O O O O O O
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o Semi-annual
o Annual
o One-time
o Date Range

= Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement

= Reimb % - Enter the % of funding from this funding source. The percentage should be entered as
a whole number (for example, enter 50 not .50 if the funding source is reimbursing 50%)

Note: The sum of all Funding Lines for each Funding Priority must equal 100% before the CAS document
may be submitted to Final Phase.

= Max Reimb Amt - This field is optional and is used to enter the maximum amount that can be
reimbursed for any funding line on any given run of the automated reimbursement process

Note: This is not the total agreed-upon reimbursement. That amount is recorded on the Reimbursement
Budget line.

= CMIA Method - An entry is required if the Customer Type indicates a CMIA agreement. The
Customer Type is established on the Vendor Customer page in the Accounts Receivable
component

Note: In order to create entries on the Funding Line for eligible Funding Profiles, the appropriate records
must first be established on the Vendor/Customer (VCUST) page, the Billing Profile (BPRO) page, and the
Customer Account Options (CACT) page. See the Accounts Receivable course for additional information
on establishing entries on these pages.

Cost Accounting Setup Funding Line - Reimbursement

Generally, the Revenue field is populated for all Funding Lines. Additionally, departments will need to
enter a non-inferring Function code. This will stop the original Function code from overwriting the
posting information during the reimbursement process. If a new function is not entered, the posting
lines will infer the same chart of accounts that were inferred from the accounting line’s function in the
auto-generated reimbursement documents. Other fields are populated according to department

procedure.

Cost Accounting Setup Funding Line — Front End Split

The Front-End Split component is utilized when the Chart of Accounts elements entered on the
Accounting Line must be overwritten on the Posting Line during the Front End Split process. The fields
most commonly populated are Fund and Appropriation Unit, but all fields are optional. Refer to
department procedure.

Cost Accounting Setup Funding Line - Funding Identification Component
Select the Grant ID from the pick list if a grant award is associated at the Funding Line level.

Normally, funding identification information is entered on the Program Period record for a Major
Program. However, this information may be entered on the Funding Line when there are multiple CFDA
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or SEFA numbers for a Major Program within an individual Program Period. In this case, the selection
from the drop down list in the Federal Appropriation Setup field on the Major Program record will be
Funding Line. Fields in the Funding Identification component on the Funding Line are completed in the
same manner as described for the Program Period.

Cost Accounting Setup Internal Buyer Funding Line

Internal Buyer Funding Lines are child records of the Funding Line, so it is important to select, or
highlight, the State Funding Line in the grid on the Funding Line component before navigating to the
Internal Buyer Funding Line.

In the Internal Buyer Funding Line component, the user selects the Insert New Line button to create a
new blank line.

Cost Accounting Setup Internal Buyer Funding Line — General Information
All fields in the General Information tab are system-generated or inferred from the Funding Line.

Cost Accounting Setup Internal Buyer Funding Line - Reimbursement Options

= Customer ID and Reimb Output Type - These fields are inferred from the Funding Line
= Use Tax - This field is optional. Refer to department procedure

= Buyer % - Enter 100% if there is one internal funding source. If more than one Buyer Line is
needed, the sum of all Internal Buyer Funding Lines for the internal Funding Line must equal
100%

Cost Accounting Setup Internal Buyer Funding Line - Expense
The values entered in the Expense tab are used to populate the Chart of Accounts fields on the Internal
Exchange Transaction (IET) documents generated by the automated reimbursement process.

®= Fund - This is a required field. Use the pick list to select a Fund code

= Object - This is a required field. Use the pick list to select an Object code

= Unit - Use the pick list to select a Unit code

= Department - This is a required field. Use the pick list to select a Department code

All other fields in this tab are optional. Refer to department procedure.

Cost Accounting Setup Funding Profile Inference

The Funding Profile Inference component of the CAS document allows you to link a Program to a
Funding Profile by updating the one of three funding profile inference pages:

=  Funding Profile Inference 2 (FPI2)

=  Funding Profile Inference 5 (FPI5)
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=  Grant Funding Profile Inference (GFPI)

Note: If another funding profile inference page (other than the three listed above) is necessary to infer a
Funding Profile, the updates must be made directly on the appropriate page, after the CAS document is

submitted to Final Phase.

In the Funding Profile Inference component, the user selects the Insert New Line button to create a new

blank line.

Funding Profile Inference - From the drop down list, select the appropriate funding profile
inference page:

o FPI5 - Infers a Funding Profile based upon the Department, Major Program, Program, and
reimbursement eligibility

o FPI2 - Infers a Funding Profile based upon the Department, Major Program, Program, Phase,
and reimbursement eligibility

o GFPI - Infers a Funding Profile based upon the Department, Major Program, Program, and
reimbursement eligibility

Department and Major Program - These fields are inferred from the Major Program component
Program - Enter the Program code exactly as it is entered on the Program component
Phase - This field is required if FPI2 is selected in the Funding Profile Inference field

Funding Profile - Enter the Funding Profile code exactly as it was entered in the Funding Profile
component

Reimb Eligible - For eligible Funding Profiles, from the drop down list, select Eligible. For
ineligible Funding Profiles, from the drop down list, select Ineligible

Cost Accounting Setup Budget

A budget line can be created for both new and existing Programs, within the Major Program identified

on the CAS document. The existing Program does not have to be entered in the Program component of

the CAS, in order to enter a budget line for that existing Program. For projects and grants using the

automated reimbursement or front end split process, the CAS document may be used to create both the

reimbursement and the program budget documents.

In the Budget section, the user selects the Insert New Line button to create a new blank line. More than

one budget can be associated with a Major Program on the CAS document. Insert lines as needed to

complete the necessary budgeted amounts.
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= Dollar Amount - Enter the budget line dollar amount at the Funding Priority level for
reimbursable budget lines. For program budget lines, enter the dollar amount at the
Program/Phase, or Program/Program Period levels

=  Fiscal Year and Period - These fields will be auto populated by AFIS

= Department and Major Program - These fields will be inferred from the Major Program
component

=  Program - Enter the Program code exactly as it is entered in the Program component

Note: You may select an existing Program code from the pick list if you are entering new budget
information for an existing Program.

= Program Period and Phase - Enter these values exactly as entered in the associated component,
if required for the budget document selected. For example, Program Period is required for the
BGPDR document and Phase is required for the BGPHR document. An error message is
generated if a value is entered in a field that is inappropriate for the budget structure

=  Funding Profile - Enter the Funding Profile exactly as it is entered in the Funding Profile
component

®  Funding Priority - Enter the Funding Priority exactly as it is entered in the Funding Priority
component

Cost Accounting Setup Created Documents

The Created Documents component displays the document information related to the budget
documents that are created as a result of the CAS document being processed to Final Phase. Click the
document link to navigate to the budget document.

5.5. Entering a CAS

The Cost Accounting Setup (CAS) document is the method used by departments to create grant and
project cost structures, and associated budget lines, in a single document.

ACTIVITY 5.5
Create a CAS Document

Scenario

Congratulations! The Notification of Award for the AZ Health Improvement Grant has been received.
You will use the CAS document to create a new Major Program, Program, Program Period, Funding
Profiles, a program budget document and a reimbursement budget document for the new grant.

Setup
v' User is logged in to the AFIS Home Page.
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Steps
A. Navigate to the Document Catalog to initiate a CAS document to create the new cost structure.

1. On the Secondary Navigation Panel, click Search.
2. Click Document Catalog.
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B. Enter information in the Document Catalog.

vk W

Click Create to switch to Create mode.

In the Code field, enter CAS.

In the Dept field, enter the data from your student data card.

In the Other Options component, check the Auto Numbering check box.
Click Create. The CAS opens on Header component.

Document Catalog

Search sk

= Document ldentifier
Code: -ax A | Unit :
Dept.: 402 [[1H

= Other Options
Auto Humbering : |
Create Template : [

Create

Complete the General Information tab on the Header component of the CAS.

1.

When the CAS document is created, a new Document ID is generated. Notice that the document

is shown as Ver: 1, Function: New, Phase: Draft.

To navigate within a document, you can either click the component name at the bottom of the

document, or use the Document Navigator panel. In this training, you will use the Navigator.

i) If necessary, click the Open Document Navigator icon (small arrow on left side) to switch to
Document Navigator mode.

ii) If necessary, click the on the minimize/restore icon (in the upper right corner of the
document window) to show the component names.

On the Header, in the Document Name field, enter XX Project where XX is your Student Number

located on your student data card.

The Record Date, Fiscal Year, and Period fields will be auto populated when you validate or

submit the CAS document. Fiscal Year and Period are not relevant on a CAS or CAM document.

In the Document Description field, enter XX Grant where XX is your Student Number located on

your student data card.

Note: The fields in the Header component are optional unless required by department procedure.

Cost Accounting Setup(CAS) | Dept: 102  1D: 201500000035  Wer.: 1 Function: New  Phase: Draft -
Document Havigator E3]

Header __ Header

Major Prodgram

= List wWiew
Program

Program Phase

LN R Ny F (Gl Extended Description | Document Information

Program Period
Document Hame: |02 Project
Funding Profile e
Funding Priorit
= ¥ Record Date; =
Funding Line

Fiscal Year: L\\s
Internal Buyer Funding Line

Period:
Funding Profile Inference

Budast Document 02 Grart

De=scription: -
Crestec Docuime| nt:

146




AFIS | Cost Accounting

D. Complete the General Information tab in the Major Program component of the CAS to create a new
Major Program.

1. On the Document Navigator, click Major Program.

2. Inthe Department field, enter the data from your student data card.

3. Inthe Major Program field enter, XXXMP where XXX represents the department from your
student data card.

4. Inthe Name field, enter XX Grant where XX is your Student Number located on your student
data card.

5. Inthe Short Name field, enter XX Grant where XX is your Student Number located on your
student data card.

6. The Active and Budgeting check boxes remain checked.

7. From the Reimb Status drop down list, select Allowed for Reimbursement.

Document Havigator X

Header
_ Department  Major Program Hame Active Effective From  Effective To Reimb Status
Major Program
Yes Suspended for Reimbursement

Program

From 1 to 1 Total: 1
Frogram Phaze

Program Period

il

Funding Prafile

Funding Pricrity

Fumelg L O ET NG General Options | Rollups || DescriptionfContact | Highway Project | Overhead

Internal Buyer Funding Line Department: 102 ﬁ Effective From: /|
Funding Prafile Inference Major Program: |102MF i Effective To: iz
Buciget S
Auto Generate: [ Active: [
Created Documents ~
Prefix: Budgeting: [

Hame: 02 Grart Reimb Status:  Alovwed for Reimbursement -

Short Hame: 02 Grant

E. Complete the General Options tab in the Major Program component.

1. Click the General Options tab.

2. For this scenario, the Stage Definition check box remains unchecked since Stages are not being
used.

3. From the Reimb Budget pick list, select 39 — Reimbursable Grant Budget.

4. From the Reporting Basis drop down list, select Cash.

5. For this scenario, the Drawdown Group field remains blank and the Reclass Exclusion check box
remains unchecked.

6. Inthe Split Type drop down list, select Front End Split (FES).

7. Inthe Federal Appropriation Setup field, retain the default entry of Program Period.

8. From the Grant ID pick list, select GrantXXX where XXX is the department located on your
student data card. This associates the new Major Program with the grant award. The Grant ID
Name field will be inferred when the CAS document is saved.

9. The Streamlined Task Order Billing check box will remain unchecked.

10. Check the CFDA Validation Required check box.
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General Information Generalomiuns Rollups | DescriptionfContact | Highway Project | Cwverhead

Stage Definition: [ Reclass Exclusion: |
Reimb Budget: 5 ﬁ Split Type: Front End Split (FES) -
REIMEURSABLE GRANT BUDGET Federal Appropriation Program Period
Setup:
Reporting Basis: Cash -

Internal Yendor:
Drawdown Group: 4

3 [=

Grant ID: | GRAMT102
Drawdown Department:
Grant 1D Hame: Grant102
Drawdown Unit:
Streamlined Task Order [
Billing:

CFDA Validation Required: |v

Complete the Rollups tab in the Major Program component.

1. Click the Rollups tab.
2. From the Major Program Category pick list, select 01.
3. From the Major Program Type pick list, select UAT.

General Information | General Options mDescriptinnICDntact Highway Project | Overhead

Major Program Class:
Major Program Category: |01

Major Program Group:

& [ = =

Major Program Type: AT

Review the Description/Contact tab in the Major Program component.

1. Click the Description/Contact tab.
2. The fields in this tab are for informational purposes to be determined by department

procedures.
General Information | General Options | Rollups (SR ailiel el Hiohway Project | Overhead
Contact: i Description: 4

=

Review the Highway Project tab of the Major Program component.

1. Click the Highway Project tab.
2. For this scenario, the fields in this tab will remain blank; as this cost structure is not related to an
FHWA project.

Note: The Highway Project fields can be recorded at the Major Program, Program, or Program Phase
levels, depending on the project and on department procedure.

Review the Overhead tab of the Major Program component, then click Validate to check for errors.

1. Click the Overhead tab.
2. View the fields available in the Overhead tab. For this activity, these fields will remain blank.
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3.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: “Document validated successfully.”

}\M1 of 2| @ Document validated successiully |

Populate the General Information tab of the Program component of the CAS.

8.
9.

On the Document Navigator, click Program.

Click the Insert New Line button.

In the Program field enter XXXProgram where the XXX represents the department from your
student data card. Make a note of this Program for future

instruction:

In the Name field, enter XXX Health Improvement Program where the XXX represents the
department from your student data card.

In the Short Name field, enter XXX Health Imp where the XXX represents the department from
your student data card.

The Major Program field is inferred from the Major Program component.

In the Billing Agreement Date field, click the Show Calendar icon and select the first day of the
current month.

The Active and Budgeting check boxes will remain checked.

In the Reimb Status field, retain the default entry of Allowed for Reimbursement.

10. The Reimb Eligible check box will remain checked, and the Reclass Exclusion check box will

remain unchecked.

Document Havigator x

Bugoran Jotal Lines: 1 Brooram: J02RR00RAM
Header
Department Program Hame Major Program  Active  Effective From Effective To Billing Agreement Date Reirm|
Major Program
102 102PROGRAM 102 Health knprovement Program 102MP Yes 02012015 Yes
Program
Program Phase From 1101 Total 1
Program Perioc
Funcling Profile
Funcling Priority
Funeing Line [N GRG0l General Options || Rollups | Description/Contact | Highway Project | Fixed Asset Information | Program Dates
Internal Buyer Funding Line Department: 102 Effective From: |
Funding Profile Inference Program: | 102PROGRAM + Effective To: /3
Buclget -
Auto Generate: [ Billing Agreement Date: 02/01/2015 /|
Created Documents
Prefix: Active; [v
Hame: | 102 Health Improssement Pri Budgeting: |v
Short Hame: 102 Heafth Imp Reimb Status:  &lowed for Reimbursement w
Major Program: 1020P Reimb Eligible: [v
Sub Account: Reclass Exclusion: [
Site Location:
Program Status: i

K. Review the General Options tab of the Program component.
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Click the General Options tab.

The Drawdown Group field will remain blank.
The Grant ID field will remain blank, since the grant award was linked by the Grant ID at the

Major Program level.

The Contract Withholding Exempt check box will remain unchecked.
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General Information Generalomions Rollups | Description/Contact | Highway Project | Fixed Asset Information | Program Dates

Drawdown Group: ﬁ Grant 1D: ﬁ
Drawdown Department: Grant 1D Hame:
Drawdown Unit: Contract Withholding Exempt: [

Note: For this scenario, the fields in the Rollups tab will remain blank. On the job, refer to

department procedure for the proper entries in this component.

Complete the Description/Contact tab of the Program component.

1. Click the Description/Contact tab.

From the Contact pick list, select 100.

In the Contact Type field, enter Program Manager.

In the Additional Contact field, enter Sally Jones.

In the Additional Contact Type field, enter Grant Accountant.

vk wN

General Infarmation | General Options | Rollups ElESEaibliiedeta @ Highweay Project || Fiked AssetInformation | Program Dates

Contact: | 100 4 Description:

LA
UAT Contact
Contact Type: |Program Manager
Additional Contact: | Z5lly Jones

Additional Contact Type: | Grant Sccourtant

. Review the Highway Project tab of the Program component.

1. Click the Highway Project tab.
2. For this scenario, the fields in this tab will remain blank; as this cost structure is not related to an
FHWA project.

Note: The Highway Project fields can be recorded at the Major Program, Program, or Program

Phase levels, depending on the project and on department procedure.

Review the Fixed Asset Information tab of the Program component.

1. Click the Fixed Asset Information tab.

2. For this scenario, the Fixed Asset Construction Program Level field will remain blank; since you
are establishing a grant, not a construction project.

Review the fields in the Program Dates tab of the Program component, then click Validate to check

for errors.

1. Click the Program Dates tab.

2. For this scenario, the fields in the Program Dates tab will remain blank.

3. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: “Document validated successfully.”

Review the Program Phase component of the CAS document.

1. On the Document Navigator, click Program Phase.
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2.

Make note of the fields associated within the Program Phase component on the General
Information, Description/Contact, Highway Project, and Fixed Asset Information tabs.

Q. Complete the General Information tab of the Program Period component.

1.
2.
3.

On the Document Navigator, click Program Period.

Click Insert New Line.

In the Program Period field, enter XXX15 where XXX represents the department from your
student data card. Make a note of this Program Period for future instruction:

In the Program Period Name field, enter XXX Health Impr where XXX represents the
department from your student data card.

In the Short Name field, enter XXXHI where XXX represents the department from your student
data card.

In the Program Period Inf From field, click the Show Calendar icon and select the first day of the
current month.

In the Program Period Inf To field, enter a date one year from today’s date, in the format
MM/DD/YYYY.

Note: On the job, the Program Period Inf From and To date fields typically align with the
grantor’s fiscal year.

The Active and Budgeting check boxes will remain checked.
In the field, retain the default entry of Allowed for Reimbursement.

Document Havigator B3] P Period o iod;

Header

i Fage Department Major Program  Program Period Program Period Inf From  Program Period Inf To  Reimb Status  Program Period Sequence
Allcrved for

Program Feimbursement

Program Phase From 1 to 1 Total: 1

Program Period

Funding Profile

Funding Priarity
IR g L (RPN (Ol Ceneral Options | Description Contact | Funding ldentification 2
Irternal Buyet Funding Line
Department: Program Period Inf | 21,2015
Funding Profile Inference - a From: E
Major Program:
Bluclget Program Period Inf To: | 2172016 [z
Created Documents Major Program Hame:
Active: [
Program Period: 10215
Budgeting: [+

Program Period Hame: 102 Health lmpr

Reimb Status:  Allowed for Reimbursement -
Short Hame: | 102H|

R. Review the fields available in the General Options and Description/Contact tabs of the Program
Period component.

1.
2.

Click the General Options tab. These fields will remain blank for this scenario.
Click the Description/Contact tab. These fields will remain blank for this scenario.

S. Complete the Funding Identification tab of the Program Period component, then click Validate to
check for errors.

1.
2.
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Click the Funding Identification tab.
From the Federal Catalog Agency pick list, select DCAP. The Federal Catalog Prefix field will be
inferred based on this selection.
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In the Federal Catalog Suffix field, enter 055.

Leave the Federal Appropriation No field blank.

The remaining fields are optional and will remain blank for this scenario.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: “Document validated successfully.”

General Information | General Options | Description Contact [WEIGGTHTVEGE st

Federal Catalog Agency: |DCAP ﬁ SEFA ID:
Federal Catalog Prefix: |53 SEFA Description:
Federal Catalog Suffix: | 055 4

=

Federal Agency Hame: DHHS Centers for Disease Control and Prevention
Common Accounting Ho:
Federal Appropriation Ho: 4

=

External Account Ho:
Letter of Credit Ho:

Construction Budgeting
Authority Ho:

Federal Payment System:

T. Create an eligible Funding Profile for the AZ Health Improvement Grant, then click Validate to check

for errors.
1. On the Document Navigator, click Funding Profile.
2. Click the Insert New Line button.
3. Inthe Funding Profile field, enter XXX where XXX represents the department from your student
data card.
4. Inthe Funding Profile Name field, enter XXX Health Impr where XXX represents the department
from your student data card.
5. The Effective From and Effective To date fields are optional, and will default from the Major
Program if left blank. For this scenario, these fields will remain blank.
6. The Active and Budgeting check boxes will remain checked.
7. The Description field is optional and will remain blank for this scenario.
8. Click the Save button.
Document Havigator (E3] . - - =
Funding Profile TotolLines: 1_Funding Profie:
Header
R g Department Major Program Funding Profile Funding Profile Hame
102 102mP 102 102 Health Impr
Program
Erage e From 1 to 1 Tatal: 1
Program Period
Funding Profile = List
Funding Priority
Funding Line Reimbursement Options
Internal Buyer Funding Line Department: 102 Active: [V
Funding Profile Inference Major Program: 102MP Budgeting: |v
BB Funding Profile: | {02 ﬁ Description:
Created Documents
Funding Profile Hame: 102 Health Impr
Effective From: B -
Effective To: B
9. Click the Reimbursement Options tab.
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10. Notice the Reimb Eligible and Reimb Status fields are inferred from the Major Program.
11. The Overflow Exclusion and CMIA Interest fields are optional and will remain blank for this
scenario.

General Information  WEEETG LI T el

Reimb Eligible: [v

Reimb Status: Alowed for Reimbursement -
Overflow Exclusion: [

CMIA Interest: |

12. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: “Document validated successfully.”

Create a Funding Priority for the new Funding Profile.

1. Onthe Document Navigator, click Funding Priority.
2. Click the Insert New Line button.
3. Inthe Funding Priority field, enter 10.

Document Havigator X Funding Priori o . oo ine %

Header

Department Major Program Funding Profile Funding Priori Total Fund Line %
gjor Program B J Y Y Y ity
L}
Program
Fi 1to 1 Total: 1
Program Phaze romiio a
Program Period
Funding Profile = List Visw
Funding Priority
General Information ﬁ

Funding Ling Reimbursement Options

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Department:
Major Program:
Funding Profile:

Funding Priority: |10

Click the Reimbursement Options tab.

From the Reimb Status drop down list, select Allowed for Reimbursement.
Check the Reimb Eligible check box.
The Overflow Priority and Overflow Exclusion check boxes will remain unchecked for this

scenario.

Click the Save button.

Reimb Status:
Overflow Priority:
Reimb Eligible:
Owverflow Exclusion:

Total Fund Line %a:

General Information | T gt=Tvt= 0 K87 ik

Allowed for Reimbursement -
-
[w
™

0.00%
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Create a Federal Funding Line for Funding Priority 10 and complete the Reimbursement Options tab.

Document Havigator
Header

Major Program
Program

Program Phase
Program Period

Funding Priofile

Funding Line

Irternal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

x

Funding Priority

Funding Line TotalLines: 1 FundingLine: _ Reimb %: 5000

Department Major Program Funding Profile  Funding Priority Funding Line Federal Appropriation Ho Other Funding Source ID Reimb % Tot Buyer|

102 102MP 102 10 s0.00%  0.00%

From 1 to1 Total: 1

« I ’

= List Wiew
General Information |ERETGETE=TGE RO AT Feimbursement | FrantkEnd Split | Funding ldentification ﬂ
.

Unit: 2L Reimb Status:  Allowed for Reimbursement -
Customer ID:  FEDAGCYO0006 ﬁ Reimb %: | 50.00%
Customer Hame: Department of Defense Max Reimb Amt: | 50.00
Internal Customer: [ Split Type: Frort End Split (FES)
Customer Type: Federal (ChWIA) CMIA Method:  Zero Balance Accounting -
Billing Profile: cosT i Reimb Eligible: [

Eilling Profile Type: Fiscal Year: 2015

Reimb Qutput Type: Generste Receiesbles Only - Tot Buyer Line %: 0.00%

Bank Account Code:

g

Reimb Frequency: Daily -

L oo N R WNRE

I Ny )
2 W NP O

On the Document Navigator, click Funding Line.
Click the Insert New Line button.
Click the Reimbursement Options tab.
In the Unit field, enter All.
In the Customer ID, enter FEDAGCY0006.
In the Billing Profile field, enter COST.
From the Reimb Output Type drop down list, select Generate Receivables Only.
From the Reimb Frequency drop down list, select Daily.
From the Reimb Status drop down list, select Allowed for Reimbursement.
. In the Reimb % field, enter 50.
. The Max Reimb Amt field will remain blank for this scenario.
. From the CMIA Method drop down list, select Zero Balance Accounting.
. Check the Reimb Eligible check box.
. Click the Save button.
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W. Complete the Reimbursement tab for the Federal Funding Line.

General Infarmation | Reimbursement Options Front-End Split | Funding Identification
Fund: 4 Function: 4
Sub Fund: iy Sub Function: A
Revenue: 4211 i e Reporting: 4
Sub Revenue: i Sub Reporting: A
Unit: a4 Location: 4
Sub Unit: i Sub Location: A
Appr Unit: 4 Dept Object: b
Object: 4 Dept Revenue: 4
Sub Object: a Task: 4
Activity: 4 Sub Task: 4
Sub Activity: a&
1. Click the Reimbursement tab.
2. Inthe Revenue field, select 4211.
3. The remaining fields are completed based on department procedure.
X. Complete the Front-End Split tab for the Federal Funding Line.
General Information | Reimbursement Options | Reimbursernent Funding Identification
Fund: | 2002 a Reporting: ﬁ
Sub Fund: 4 Sub Reporting: e
Unit: i Dept Object: 4
Sub Unit: i Task: i
Appr Unit: ﬁ Sub Task: ﬁ
Function: fin Debt ID: fin
Sub Function: i

3.

Click the Front-End Split tab.
In the Fund field, enter your student data card information.
The remaining fields are completed based on department procedure.

Y. Review the Funding Identification tab for the Federal Funding Line.
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1.
2.

Click the Funding Identification tab.

The funding identification fields will remain blank, since they have been entered at the Program
Period level.

The Grant ID field will remain blank for this scenario, since the grant award was associated with
the Major Program.
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Z. Create a State Funding Line for Funding Priority 10 and complete the Reimbursement Options tab.

Lo N R WN

[
N B O

Funding Line TotalLines: 2 FundingLine:  Reimb %: 50.00

Department Major Program Funding Profile Funding Priority Funding Line Federal Appropriation Ho  Other Funding Source I Reimb % Tot Buyer Line %

102 102MP 102 10 S0.00%  0.00%

102 102MP 102 10 S0.00% 0.00%
From 1 to 2 Total: 2

1 M

= List Wiew
Reimbursement || Front-End Split | Funding [dentification ﬂ
Unit: Reimb Status:  2lloveed for Reimbursement -
Customer ID: ﬁ Reimb %: | 50.00%
Customer Hame: Max Reimb Amt: | 50.00
Internal Customer: | Split Type: Front End Split (FES)
Customer Type: CMIA Method: -
Billing Profile: ﬁ Reimb Eligible: |v

Billing Profile Type: Fiscal Year: 2015

Reimb Output Type: hone - Tot Buyer Line %: 0.00%

Reimb Frequency: Mone - Bank Account Code: ﬁ

While still on the Funding Line component, click the Insert New Line button. A second line is
displayed in the Funding Line grid.

Click the Reimbursement Options tab.

The Unit field is blank.

The Customer ID is blank.

The Billing Profile field is blank.

From the Reimb Output Type drop down list, select None.

From the Reimb Frequency drop down list, select None.

From the Reimb Status drop down list, select Allowed for Reimbursement.

In the Reimb % field, enter 50.

. The Max Reimb Amt field will remain blank for this scenario.
. The CMIA Method field will remain blank for this scenario.

. Check the Reimb Eligible check box.

13.

Click the Save button.

AA. Complete the Front End Split tab for the State Funding Line, then click Validate to check for errors.

General Information | Reimbursement Options | Reimbursement m Funding ldentification
Fund: 1000 i Reporting: ﬁ |

Sub Fund: i e Sub Reporting: 4|

Unit: 4 Dept Object: 4|

Sub Unit: 2 Task: ﬁ

Appr Unit: i Sub Task: ﬁ

Function: ﬁ | Debt ID: ﬁ |
Sub Function: &

1.

Click the Front End Split tab.
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2. Inthe Fund field, select 1000.
The remaining fields are optional based on Departmental procedures.

4. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: “Document validated successfully.”

BB. Create an Ineligible Funding Profile for the Health Improvement Grant.

LENET s N gl Feimbursement Options

Department: Active: [V
Major Program: Budgeting: v
Funding Profile: | 102IMEL & Description: | MELIG FP-HEALTH IMPROWERMENT

Funding Profile Hame: | 102 Health Impr Inelicible

Effective From: =

Effective To: ]

On the Document Navigator, click Funding Profile.

Click Insert New Line.

Click the General Information tab.

In the Funding Profile field, enter XXXINEL where XXX represents the department from your
student data card.

A

5. In the Funding Profile Name field, enter XXX Health Impr Ineligible where XXX represents the
department from your student data card.

6. The Effective From and Effective To fields remain blank.

7. Verify that the Active and Budgeting check boxes are selected.

8. Inthe Description field, enter INELIG FP-HEALTH IMPROVEMENT.

CC. Enter information in the Reimbursement Options tab of the ineligible Funding Profile.

General Information WEEGLTES T ROl ﬂ

Reimb Eligible: [

Reimb Status:  Allowed for Reimbursement -
Ouverflow Exclusion: |

CMIA Interest: |

Click the Reimbursement Options tab.

Uncheck the Reimb Eligible check box.

The Reimb Status field retains the value of Allowed for Reimbursement.
Click Save.

el

DD. Create one Funding Priority for the ineligible Funding Profile.
1. On the Document Navigator, click Funding Priority.
2. Click Insert New Line.
3. Click the General Information tab.
4. In the Funding Priority field, enter 10.
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EE. Create a single Funding Line for the ineligible Funding Profile. Only the Reimbursement Options

AFIS | Cost Accounting

=N N DUl Feimbursement Options

Department:

Major Program:
Funding Profile:

Funding Priorityz 10

Click the Reimbursement Options tab.

From the Reimb Status drop down list, select Allowed for Reimbursement.
The Reimb Eligible check box remains unchecked.

Click Save.

General Information R LT Tt Mo 1

Reimb Status: Allowveed for Reimbursemert -

Overflow Priority: [
Reimb Eligible: [
Overflow Exclusion: |

Total Fund Line %: 0.00%

component must be completed for ineligible Funding Profiles.

General Information |WEELITE= @il Gl Feimbursement | Front-End Split | Funding ldentification

Unit: Reimb Status:  Allowed for Reimbursement
Customer ID: ﬁ Reimb %: 100
Customer Hame: Max Reimb Amt:
Internal Customer: | Split Type:
Customer Type: CMIA Method:
Billing Profile: 4 Reimb Eligible: [~
Billing Profile Type: Fiscal Year:
Reimb Output Type: None - Tot Buyer Line %:
Reimb Frequency: Mane - BanklAccountiEode: &

-

No vk wnNpR

On the Document Navigator, click Funding Line.

Click Insert New Line.

Click the Reimbursement Options tab.

From the Reimb Output Type drop down list, select None.

From the Reimb Frequency drop down list, select None.

From the Reimb Status drop down list, select Allowed for Reimbursement.
In the Reimb % field, enter 100.

The Reimb Eligible check box remains unchecked.

FF. Complete the Front-End Split tab for the State Funding Line, then click Validate to check for errors.

1.
2.
3.

Click the Front-End Split tab.
In the Fund field, select 1000.
The remaining fields are optional based on Department procedures.
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4.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: “Document validated successfully.”

GG. View the Funding Profile Inference component.

1.
2.

On the Document Navigator, click Funding Profile Inference.
This component will remain blank, since entries must be made manually on the FP14 page, after
the CAS document is submitted to Final Phase.

HH. Create a reimbursement budget for the eligible Funding Profile for the Health Improvement Grant.
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Document Navigator X

— ﬁlilﬁ Total Lin ofile: 10
M:Toreprmgram Budget Doc Code  Department  Major Program Program Program Period Phase Funding Profile Funding Priority  Dollar Amount
AR BGPDR 102 102mP 102PROGRAM 10215 102 10 $100,000.00 ﬁ
et s From1to1 Total: 1
Program Period
Funding Profile
Funding Pricrity n
IR i L Budget Doc Code: BGPDR @ Fiscal Year:
Irternal Buyer Funding Line PR * e
Funding Profile Inference
Budget Hame: 102 Grart Uepartimentiio2
Created Documerts Start Date: m Major Program: 102MF
R m Program: | 102PROGRAM &
Dollar Amount: | 5100 000.00 Program Period: | 10215 &
Funding Year: 2015 Phase: &
Region: Funding Profile: | 102 &+
Funding Group: & Funding Priority: 10
Funding Source ID:
1. Onthe Document Navigator, click Budget.
2. Click the Insert New Line button.
3. From the Budget Doc Code pick list, select BGPDR.
4. From the Event Type pick list, select BG22 (Award Reimbursable Budget).
5. Inthe Name field, enter XXX Grant where XXX represents the department from your student
data card.
6. Inthe Dollar Amount field, enter 100000.
7. Inthe Funding Year field, enter the current fiscal year.
8. Inthe Program field, enter Program code that you created in this activity.
9. Inthe Program Period field, enter the Program Period code that you created in this activity.
10. In the Funding Profile field, enter XXX where XXX represents the department from your student
data card, exactly as you entered it in the Funding Profile component of the CAS document.

11. In the Funding Priority field, enter 10.

Create a reimbursement budget for ineligible Funding Profile for the Health Improvement Grant.

1.

In the budget grid, click the Copy Line icon.

E Idaﬁ Tota
Budget Doc Code Department Major Program Program Program Period Phase Funding Profile Funding Priority Dollar Amount
BGRDR 102 102MP A02PROGRAM 10215 $100,000.00 i)

From 1 to 1 Total: 1
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2. Click the Insert Copied Line button.

H save | 5 Undo | [24 Inzert Mew Line || Bl Inzent Copied Line | | B4 Edit with Grid |
1E

1 1 1 Ii“-l]

3. Inthe Dollar Amount field, remove the copied value of 100000 and enter 12000.

4. In the Funding Profile field, remove the copied value of XXX and enter XXXINEL where XXX
represents the department from your student data card, exactly as you entered it in the Funding
Profile component of the CAS document.

Budget Doc Code: BGPDR e Fizcal Year:

=1

Event Type: BG22 i Period:

=]

Hame: 102 Grant TS 0

Major Program: 102MP

Start Date: |
End Date: = Program: |102PROGRAM ar
Dollar Amount: | 12000 Program Period: | 10215 &
Funding Year: | 2015 Phase: A
Region: Funding Profile: | 102INEL i
Funding Group: i

Funding Priority: 10

Funding Source 1D:

Create a program budget for the AZ Health Improvement Grant, then validate and submit the CAS
document, click Close, and return to the Home Page.

Budget Doc Code Department Major Program Program Program Period Phase Funding Profile  Funding Priority  Dollar Amount
BGPDR 102 102hP 102PROGRAM 10215 102 10 $100,000.00 @
BGPOR 102 020P A02PROGRAM 10215 1 0Z2IMEL 10 $12,000.00 W
BGPDE 102 1020 102PROGRAM 10215 $112,000 00 ﬁ
From 1 to 3 Total 3
Budget Doc Code: |BGFDE @ Fiscal Year:
Event Type: |BG01 2 Period:

Hame: Department: 102

Major Program: 102WP

Start Date: B
End Date: i) Program: |102PROGRAM i
Dollar Amount: |$112,000.00 Program Period: 10215 |
Funding Year: 2015 Phase: i
Region: Funding Profile: ﬁ
Funding Group: & Funding Priority:

Funding Source ID:

Click Insert New Line.

From the Budget Doc Code pick list, select BGPDE.

In the Event Type field, enter BGO1 (Adopt an Expense Budget).

In the Dollar Amount field, enter 112000.

In the Funding Year field, enter the current fiscal year.

In the Program field, enter the Program code that you created in this activity.

No ks wnNpE

In the Program Period field, enter the Program Period code that you created in this activity.
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8. Click the Save button.

9. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: “Document validated successfully.”

10. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: “Document
submitted successfully.”

11. Click Close.

12. Click Home on the Primary Navigation Panel to return to the Home Page.

5.6. Researching CAS Documents

This topic reviews the tables that are updated by CAS documents, the created budget document, and
budget status of the new cost structure.

Major Program Reference Tables

When submitted to Final Phase, the CAS document updates all of the reference tables represented by
the CAS document components (Major Program, Program, Program Phase, etc.).

Budget Documents and Budget Inquiry Pages

When submitted to Final Phase, the CAS document creates budget documents and updates budget
inquiry pages.

Budget documents generated from the CAS document are created in Final Phase with an auto-generated
Document ID, based on the Department value specified within the Budget line. The budget document
requires no further action unless errors are generated when the document is created.

From the Created Documents component of the CAS document, the user may navigate to the budget
document by clicking on the document link. If errors are present, corrections must be made. After the
corrections are made, click the Smart Budget Rollup button on the lowest budget level line to create the
higher levels of the budget document if needed, then submit the document to Final Phase. Any changes
made to the budget document are not reflected on the CAS document.

Once the budget document is in Final Phase, the corresponding budget inquiry pages are also updated.
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AcCTIVITY 5.6
View the Cost Structure; View and Submit Generated Budget Document

Scenario
A Cost Accounting Setup (CAS) document has been submitted to Final Phase.

Navigate to each of the reference tables in the cost structure to view the new records created from the
CAS. In addition, two budget documents have been generated. View the budget documents by
navigating from the Created Documents component of the CAS document to the new budget
documents. Finally, navigate to a budget inquiry page to view the budget status of the new grant.

Setup
v' User is logged in to the AFIS Home Page.
v" The CAS document in the previous activity has been submitted to Final Phase.

Steps
A. Navigate to the Major Program page and view the record created from your CAS document.

1. Inthe Jump to field, enter MJPRG.
2. Click Go. The MJPRG page is displayed.

B. Search for and view your new Major Program record.

1. Click Search. A search window is displayed.

2. Inthe Name field, enter XX Grant where XX represent the student number from your student
data card.

3. Click Ok. Your new Major Program record is displayed.

4. Review the data populated on MJPRG from the CAS document.

C. Search for and view your new Program record.

1. Inthe Jump to field, enter PROG.
Click Go. The PROG page is displayed.
Click Search. A search window is displayed.

W

In the Program field, enter XXXPROGRAM where XXX represent the department from your
student data card.

5. Click Ok. Your new Program record is displayed.

6. Review the data populated on PROG from the CAS document.

D. Search for and view your new Program Period record.

1. Inthe Jump to field, enter PPC.

Click Go. The PPC page is displayed.

Click Search. A search window is displayed.

In the Program Period field, enter XXX15 where XXX represent the department from your

P wN

student data card.
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E.
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5.
6.

Click Ok. Your new Program Period record is displayed.
Review the data populated on PPC from the CAS document.

Search for and view your new Funding Profile records, then return to the Home Page.

1.

15.
16.
17.
18.

In the Jump to field, enter FPRFLST.

Click Go. The Funding Profile Select page is displayed.

In the Funding Profile field, enter XXX where XXX represent the department from your student
data card.

Click Browse. Your new eligible Funding Profile record is displayed in the grid.

Click the View Funding Profile link. The Funding Profile Summary is displayed.

Review the data populated on the Funding Profile Summary from the CAS document.

On the Secondary Navigation Panel, click Funding Priority.

Click the Reimbursement Options component to expand it.

View the data populated on the Funding Priority from the CAS document.

. On the Secondary Navigation Panel, click Funding Line.

. View the data populated on the two Funding Lines created from the CAS document.

. Click Funding Line 2 in the grid to select it.

. On the Secondary Navigation Panel, click Close to close the Funding Profile record.

. In the Funding Profile field, enter XXXINEL where XXX represent the department from your

student data card.

Click Browse. Your new ineligible Funding Profile record is displayed in the grid.
Click the View Funding Profile link. The Funding Profile Summary is displayed.
View the various components and fields entered for the ineligible Funding Profile.
To return to the Home Page, click Home in the Primary Navigation Panel.

Search for the CAS document you created in the previous activity.

Nou ks wnNR

On the Secondary Navigation Panel, click Search.
Click Document Catalog.

In the Code field, enter CAS.

Click the User Information section to expand it.
In the Create User ID field, enter your Student ID.
In the Create Date field, enter the current date.
Click Browse.
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Document Catalog

Creste sk

= Document ldentifier
Code: cac A | Unit :
Dept. : 10:

+ User Information

Create User ID: cTUDENTZ2 Create Date : 4 oo0015 =

P Document State

Clear

In the results grid, click the ID link. The CAS document is opened on the Header section.

Code Dept. Unit 1] Comments Version Function Phase Status Date User I Amount Active
cAS 102 201500000055 Mo 1 Mew Final Submitted 1/22M%  Student2 F000  Yes

First Pres Mext Last

G. Navigate to the BGPDR budget document generated by the CAS document.

On the Document Navigator, click Created Documents.
In the grid, notice the two budget documents created by the CAS.
Click the BGPDR Document link to navigate to the budget document.

Created Documents Document: BGPDE,102 201 50000001

Document

BGPDE A0 20150000001 3,1
BGPDR 102 201500000005, 1

Fratn 1 ta 2 Tatal: 2

H. View the status of the BGPDR budget lines, then click Close on the BGPDR document.

1.

4.
5.

Notice that there are many informational messages regarding Budget Line Controls. No action to
address these messages is needed.

From the Document Navigator, click the Program Budget component to view the two budget
lines at this summary level. There is one budget line for each funding profile.

Click the Program Period Budget component. Notice the three budget lines at the Funding Line
level.

Submit the document to update the budget records.

Click Close on the BGPDR document. The CAS document is displayed.

I.  View the status of the BGPDE budget lines, then click Close on the BGPDE and CAS documents and
return to the Home Page.

1.

From the Created Documents component of the CAS document, click the BGPDE Document link
to navigate to the BGPDE document.

Notice that there are many informational messages regarding Budget Line Controls. No action to
address these messages is needed.

From the Document Navigator, click the Major Program Budget component to view the single
budget line at this summary level.
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From the Document Navigator, click the Program Budget component to view the single budget
line at this summary level.

Click the Program Period Budget component to view the single budget line at this summary
level.

Submit the document to update the budget records.

Click Close on the BGPDR document. The CAS document is displayed.

J.  Navigate to BQ39LV1 to view the budget lines created by the BGPDR document.

1. Inthe Jump to field, enter BQ39LV1.

2. Click Go. The BQ39LV1 page is displayed.

3. Click Search. A search window is displayed.

4. Inthe Program Period field, XXX15 where XXX represents the department from your student
data card.

5. Click Ok. Two new budget lines are displayed in the grid: one for the eligible Funding Profile and
one for the ineligible Funding Profile.

6. Click the Budgeted Amounts component to expand it.

7. Notice the reimbursement budget is populated in the Awarded budget field.

8. Inthe grid, select the second budget line.

9. View the budget information for the second Funding Profile.

K. Navigate to BQ38LV1 to view the budget lines created by the BGPDE document, then return to the

Home Page.

1. Inthe Jump to field, enter BQ38LV1.

2. Click Go. The BQ38LV1 page is displayed.

3. Click Search. A search window is displayed.

4. Inthe Department field, XXX where XXX represents the department from your student data
card.

5. Click Ok. Your new program budget line is displayed in the grid.

6. Click the Budgeted Amounts component to expand it.

7. Notice the program budget is populated in the Adopted budget field.

8. Click Home on the Primary Navigation Panel to return to the Home Page.

5.7. Additional Data Entry

As noted in the Overview of the Cost Accounting Document topic, there are some actions that the CAS
document is unable to complete. In our scenario, the grant requires funding profile inferences using a

page that can’t be updated using the CAS document: the FP14 page. These records may be entered in

AFIS after the CAS document is processed to Final Phase and the associated Chart of Accounts elements

are updated on the Major Program tables.
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AcTivity 5.7
Update the Funding Profile Inferences for your cost structure

Scenario
The CAS document has been submitted to Final Phase. Manually update the FPI4 page to infer the
proper Funding Profiles for the new cost structure.

Setup
v' User is logged in to the AFIS Home Page.
v' The CAS document in Activity 5.5 has been submitted to Final Phase.

Steps

A. Navigate to the Funding Profile Inference by Program Period and Appropriation (FPI4) page and
create a funding profile inference record for the eligible Funding Profile.

In the Jump to field, enter FPI4.

Click Go. The FP14 page is displayed.

Click Insert.

In the Department field, enter the data from your student data card.

In the Major Program field, enter the Major Program code you created in Activity 5.5.
In the Program field, enter the Program code you created in Activity 5.5.

NoukswnNR

In the Program Period field, enter XXX15 where XXX represents the department code from your

student data card.

8. Inthe Funding Profile field, enter XXX where XXX represents the department code from your
student data card.

9. From the Reimb Eligible drop down list, select Eligible.

10. Click Save.
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Funding Profile Inference 4

Department Major Program Program Program Period Funding Profile Reimb Eligible

-~ 102 102hP 102PROGRAM 10215 102 Eligikile
DTA, BHPCH BRPCMP FF%15 FEC¥00 Eligjibile:
First Pres MNext Last

Save Undo Delete Insert Copy Paste  Search

Department : |42
Studert 2
Major Program @ {popmp A&
02 Grart
Program : 4 0apROGR & &
102 Health Improvement Program
Program Period : 4215 4

e
102 Health Impr
Funding Profile : 1g2 a
102 Health Impr
Reimb Eligible : Eligible

B. Create a funding profile inference record for the ineligible Funding Profile, then return to the Home
Page.
1. Inthe FPI4 grid, verify that your new record for the eligible Funding Profile is highlighted. There
will be a check mark to the left of the entry in the grid.
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2. Click Copy.
Department Major Program Program Program Period Funding Profile Reimb Eligible
~ 102 102hP 102PROGREAM 10215 102 Eligible
DTA BHPCH BHPCRP FFY13 FEL100 Eligible

First Prey Mext Last

Save Undo Delete Insert CDE% Paste Search

Nenartment = 4

3. Click Paste.

4. In the Funding Profile field, remove the entry XXX and enter XXXINEL where XXX represents the

department code from your student data card.

5. From the Reimb Eligible drop down list, select Ineligible.

6. Click Save.

7. Click Home on the Primary Navigation Panel to return to the Home Page.

Department
v 102

102

DTA

Save Undo Delete Inzert Copy Paste

Major Program :

Program :

Reimb Eligible :

Funding Profile Inference 4

Major Program Program

102MP 102PROGRARK 10215
1020P 102PROGRAM 10215
BKPCH BEPCRP1 FFY¥ 13

First Prew Mext Last

Department : {2

Search
Stuclert 2
102MP a
02 Grant
102PROGRAM R

102 Health Improvement Program

Program Period : |1g215 &

102 Health Impr

Funding Profile : g2 EL ey

102 Health Imgr Ineligible

Ineligible

Program Period

Funding Profile
1 2INEL

102

FEC00

Reimb Fligible
Ineligitile

Eliggilale

Eligjible

5.8. Attachments

Electronic files attached to the following components of the CAS document are also attached to the

record on associated reference table when the CAS document is submitted to Final Phase.

=  Major Program

=  Program

=  Program Period

=  Program Phase

=  Funding Line
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Note that a file attached to the Header component of the CAS will not be attached to a reference table,

since no reference tables are updated by information in the CAS Header component.

Follow these steps to attach an electronic file to a component of the CAS document:

1.
2.
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Identify the reference table that the file should be attached to.
Navigate to the component of the CAS that is associated with that reference table.

If there are multiple lines within that component of the CAS, select the specific line that requires
a file attachment.

Click the File menu in the lower right corner of the CAS.

Select Attachments from the File menu. The Attachments window is displayed.

|'._-=ﬂ' Archive

[ah SendPage

[g Downlomd Document

& Attachments

& Print | Processing = | Workﬂg:'lv | |Fih3v

Click Upload.

Attachments

File Hame Type Date UserID Primary State
First Prev Mext Last

Ugliad Search Download Delete Restors

File Hame : Description :
Type:
Date :
User ID:
Primary State :

Eeturn to Documernt
“iew Attachment History

Click Browse to search for the file to be attached.

Upload Attachment

Upload Cancel

Attachment File :
Description : k

Attachment TYPe ! Stardard

Locate and select the file to be attached, then click Open. The Upload Attachment page is
displayed.

In the Description field, enter a description of the file.



10.

11.

12.

13.

14.
15.
16.
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Click Upload. The Attachments page is displayed.

Upload Attachment

Cancel
‘u achment File : copgy Dataiplctification of Award.docx Brawsze...

Description :I Motification of &vward - Heatth Improvement Srant
Attachment TYD& ! ciorgary

Click Return to Document to return to the CAS document.

Attachments

File Hame Tyvpe Date User ID Primary State

~ Motification of Award docx Standard 2M 715 Student2 Mew
First Prev hext Last

Upload Search Dowvnload Delete Restore

File Hame : Natification of Award.docx Deseription : notification of Award - Heaith
Type : Standard Improvement Grant
Date : 211715
User ID : Student?
Primary State : hlew

Return to Document

sy A ment History

1

Notice the paperclip icon in the component header and to the left of the line that is selected. A
numeral is also displayed to indicate the number of files attached in each location.

Program 01 TotalLines: 1 _Program: 200
Department Hame Major Program  Active  Effective From  Effective To Billing Agreement Date ~ Reimb Eligible
@1 0 200 200 HEALTH IMPROWEMENT PROGRAR 200rP Ves 10015201 4 s Eﬁ

When the CAS is submitted to Final Phase, a copy of the file will be attached to the new record
on the corresponding reference table.

Navigate to the reference table.
Search for the new record.

Click the Attachments link below the grid.

Program Setup

Department Program Hame Major Program Active Effective From Effective To Billing Agreement Date Reimb Status
~ 200 200 200 HEALTH IMPROYEMENT PROGRAM  200MP Yes 10012014 Allowed for Reimbursement

First Prew Mext Last Aﬂacﬁ\]mems
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17. The Reference Table Attachments page is displayed and the attachment is shown in the grid.

18. From this page you may download to view the attachment; delete; or view Attachment History.

Reference Table Attachments

File Hame Type Date User 1D

«  Mhotification of Award docx Standard 2715 Student2
First Prew Mext Last

Upload
Search
Dowvnload
Celete

File Hame : potification of Avward.docx Description @ potification of Avward - Health
Type :1 Improvement Grant

Date : 211715
User ID : Student2

Return

I e Attachment History I

Lesson Summary

In this lesson, you:
= Created a Cost Accounting Setup (CAS) document to create a new cost structure, a funding
profile inference, and new budget lines
= Viewed the BGPDR and BGPDE documents created from the CAS document

= Created an entry on the Funding Profile Inference 4 (FP14) page for eligible expenditures and
ineligible expenditures

= Viewed the records on Major Program reference tables created from the CAS document

= Viewed the budget lines created by the BDPDR and BGPDE documents

Check Your Progress

1. Using the CAS document to establish a new cost structure in AFIS is preferred because

a. Data entry is streamlined
b. Workflow can be established to route the CAS document for approvals

c. Documents provide an audit trail to record who created a project, when it was created, and
who approved the transaction

d. Documents ensure that no data entry errors are made
e. Electronic files can be attached to the CAS document
f. a. b.,c.,andd.

g. a.,b.,c,ande.
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A CAS document can be used to correct a mistake made on an existing Major Program record.
a. True
b. False

A CAS document can be used to create a new

a. Major Program
b. Program

c. Program Period
d. All of the above

When a CAS document is submitted to Final Phase, a BGPHR can also be generated in Final Phase to
establish budget lines for new Programs and/or Phases.

a. True

b. False
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6. COST ACCOUNTING MAINTENANCE

Learning Objectives

In this lesson, you will:

= Create a Cost Accounting Modification (CAM) document to modify existing entries on the Major
Program, Program, and Funding Line; and add a new cost structure elements such as Program
Period

= View the changes made to records on Major Program reference tables as a result of the CAM
document

Lesson Overview

This lesson reviews the use of the CAM document. A CAM document is created to update existing
entries on Major Program reference tables and to create new entries on some Major Program reference
tables.

6.1. State Process Overview

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID PA-TB-002 and represented Figure 12 by below.

1. Managers within each Department identify the need to modify cost accounting structures within
the cost accounting module. If a department requires assistance modifying a cost structure, the
managers within each department will work with the GAO.

2. Managers within each department will work with the GAO to determine the optimal
configuration of the cost structure for the department’s needs.

3. The department is responsible for completing the Cost Accounting Maintenance (CAM)
document. Additional supporting information and/or justification documentation may be
attached to the CAM document. Once completed, the document will be validated and
submitted, routing it through workflow for approval.

4. The CAM document requires review and approval by the department. Departmental approval
will be configured for the individual departments as needed. If a document is rejected, it will be
set to a draft state allowing department users to modify or correct the document and resubmit.
CAM documents created by the department require GAO approval. CAM document will be
routed to GAO for review and approval.

5. CAM document will be routed through workflow to the GAO for review and approval. If a
document is rejected, it will be set to a draft state allowing department users to modify or
correct the document and resubmit.
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6. When final approval has been applied, the CAM document updates the relevant cost accounting
structure and inference tables, establishing the cost structure.

Figure 12: Process of Creating a Cost Accounting Maintenance Document (PA-TB-002)

Step2
Department works Step 4
with GAO In 1 Department oy = Approved?
Modifying Cost Approvers
Structure

Department
need assistance

Require GAO
Approval?

Step 6
Submission and
Updates to Cost
Cost Accounting Structure and
Setup Inference Tables

6.2. Overview of the Cost Accounting Modification Document

The Cost Accounting Modification (CAM) document is the vehicle by which the setup established in
multiple cost accounting-related tables is updated by a single document. The purpose of this Document
Type is to facilitate a more efficient means of adding, modifying, or deleting cost structure elements.

The CAM document allows for the modification of records on the following pages:

=  Major Program (MJPRG)
=  Program Setup (PROG)

=  Program Period (PPC)

=  Program Phase (PHPRG)
=  Funding Profile (FPRFLST)

o Funding Priority
o Funding Line
o Internal Buyer Funding Line

=  Funding Profile Inference

o FPI5
o FPI2
o GFPI
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Attachments

Attachments added to the following components of the CAM document are also attached to the record
on associated reference table when the CAM document is submitted to Final Phase.

=  Major Program
=  Program

=  Program Period
=  Program Phase
=  Funding Line

The process for attaching electronic files in the CAM document is the same as outlined for the CAS
document in Lesson 5.

Document Modifications

Once submitted to Final Phase, the CAM document code does not allow any further modifications or
cancellations. If any modifications are subsequently needed, changes may be made through another
CAM document.

6.3. CAM Document Components

Documents in AFIS are made up of various components (sometimes referred to as ‘sections’). CAM
documents consist of the same 12 components as the CAS document. The components have the same
relationships to one another as described for the CAS document.

Similar to the CAS document, the associated reference tables are not updated with information from the
CAM document until it is submitted to Final Phase.

Note: On the job, before initiating a new CAM document, you may want to use the Document Catalog to
search for CAM documents in Draft or Pending Phase, to be sure that a CAM document has not already
been created to implement the necessary updates.

Cost Accounting Modification Header Component

The Header component stores values that apply to all components of the CAM document. The General
Information tab contains descriptive fields and date information common to most document headers.

The tabs and fields available on the CAM document, Header component, are the same as those found on
the CAS document. Refer to Topic 5.3 CAS Document Components for information on the purpose of
each field and how to complete them.
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Cost Accounting Modification Major Program Component

Within this component, you can modify information related to a Major Program record. A Major
Program must be identified on each CAM document and only one Major Program may be entered on
each document. If you wish to modify multiple Major Programs, a separate CAM document must be
submitted for each Major Program.

The CAM document makes updates only to existing Major Programs and its hierarchy records, either by
modifying the existing attributes or by adding hierarchy records to the Major Program. A Major Program
cannot be created using a CAM Document. If the Major Program record does not exist on the Cost
Accounting setup tables it must be added by creating a CAS document.

Cost Accounting Modification Major Program — General Information Tab

Select the Major Program record to be modified from the pick list, then click the Load Major Program
Details button to retrieve the data for that record from the MJPRG page and populate the associated
fields in the Major Program component of the CAM document. All fields on the Major Program
component of the CAM may be modified except the Split Type field. If the Split Type must be updated,
this must be requested through GAO.

In addition, if Program Period records for the Major Program will be needed for updates, click the Load
Program Period Details button. All existing Program Period records for that Major Program will be
loaded into the Program Period component of the CAM document.

sl 0i00Br00 12, Denapment g aeMaionRroam:gl 1o E =
-
Department Major Program Hame Active Effective From Effective To Reimb Status
102 102hiP 02 Grant es Allovwed for Reimbursement
Fram 1 ta 1 Tatal 1
= List View
LN NG General Options | Rollups | DescriptionContact | Highway Project | Overhead ﬂ
“Department: 102 | Effective From: /|
Student 2 Effective To: e
*Major Program: 1020P i. Active: [V
“Hame: |02 Grant Budgeting: [
*Short Hame: | 02 Grant Reimb Status:  Allovwed for Reimbursement -
ﬁ Save | 4 Unclo | B4 Edit with Grid | | Load Major Program Details I | Load Program Period Details I

The tabs and fields available on the CAM document, Major Program component, are the same as those
found on the CAS document. Refer to Topic 5.3 CAS Document Components for information on the
purpose of each field and how to complete them.
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Cost Accounting Modification Program Component

Within the CAM document, each Program line is a child record of the Major Program line. Multiple lines
are allowed.

Cost Accounting Modification Program — General Information Tab
In the Program component of the CAM, you may either add new Program records, or modify existing
Program records. The Line Type field is used to identify which type of action you are entering.

If you are entering a data for a new Program, click the Insert New Line button, then from the Line Type
drop down list select Add. Then, the remaining tabs and fields in this component are completed in the
same manner as the Program component on a CAS document.

Line Type: ASdd -

If you are modifying data for an existing Program, click the Insert New Line button, then from the Line
Type drop down list select Modify. Then, select the Program to be modified from the Program pick list
(only Programs associated with the Major Program selected on the CAM will be presented on the pick
list), then click the Load Program Details button to retrieve the Program data from the PROG table and
populate the associated fields in the Program component of the CAM document. All fields in the
Program component of the CAM, except the Department and Major Program fields, may then be
modified. The tabs and fields available on the CAM document, Program component, are the same as
those found on the CAS document. Refer to Topic 5.3 CAS Document Components for information on
the purpose of each field and how to complete them.

|— AT TotalLines: 1 _Program: 102PROGRAM _ Line Type: Mocit =
»
Line Type Department Program Hame Major Program  Active Effective From Effective To  Billing Agreement Date  Reimb Eligible
Idodlify 102 102ZPROGRAM 102 Health Improvement Program  102wP Yes 011552015 Yes i}
From 1 to 1 Total: 1
= List View
General Options | Rollups || DescriptionfContact | Highway Project || Fixed Asset Information | Program Dates ﬂ
Line Type: bodity Effective From: E
Department: 102 Effective To: B
“Program: | 102PROGRAM ﬁ\ EBilling Agreement Date: | 01/152015 iz
Auto Generate: [ Active: [V
Prefiz: Budgeting: [v
*Name: 102 Health Improvement Pr Reimb Status:  Alovwed for Reimbursement -
*Short Name: | 102 Heath Imp Reimb Eligible: [V
Major Program: 102MP Reclass Exclusion: [~
Sub Account:
Site Location;
Program Status: &
Al save | 5 Undo | [E4 Insert Mew Line \ [E4Insert Copied Line | B Edit with Crid
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If there are multiple Programs that must be updated for the Major Program, you must select and load
each Program record that is being updated. There is not an option to load all children Program records
for a single Major Program.

Cost Accounting Modification Program Phase Component

Within the CAM document, each Program Phase line is a child record of the Program line; therefore, the
appropriate Program record must first be entered in the Program component before a Program Phase
record can be added or modified in the Program Phase component. Multiple lines are allowed.

Cost Accounting Modification Program Phase — General Information Tab

Similar to the Program component, the Line Type field is used to identify whether you are adding or
modifying a Program Phase record. If you are entering data for a new Program Phase, click the Insert
New Line button, then from the Line Type drop down list, select Add. Then, the remaining tabs and
fields in this component are completed in the same manner as the Program Phase component on a CAS
document.

If you are modifying data for an existing Program Phase, click the Insert New Line button, then from the
Line Type drop down list select Modify. The, select the existing Phase from the Phase pick list (only
Program Phase records associated with the Program you selected on the CAM will be presented on the
pick list), then click the Load Program Phase Details button to retrieve the Program Phase data from the
PHPRG table and populate associated fields in the Program Phase component of the CAM document. All
fields in the Program Phase component of the CAM, except the Department and Program fields, may
then be modified. The tabs and fields available on the CAM document, Program Phase component, are
the same as those found on the CAS document. Refer to Topic 5.3 CAS Document Components for
information on the purpose of each field and how to complete them.

Program Phase TotalLines: 1 Phase: CNST__Line Type: Modif =)
-
Line Type Department Phase Phase Short Hame Program Program Short Hame  Billing Agreement Date  Active Reimb Eligible Reimb Status
Modity 102 CNST CONSTRUCT A0ZPROGRAKM 102 Health Imp 020172015 es es Allowvedd for Reimbursemert ﬁl'
From 1 ta 1 Total: 1
= List View
LN CTEWN D GU L Cescription Contact | Highway Project | Fiked Azset Information -ﬁ
Line Type: hiodity « Effective From Date: |
Department: 102 Effective To Date: |
Phase: |CNsT i Billing Agreement Date: (2012015 |
Phase Short Hame: CONSTRUCT Active: [V
Program: 102FROGRAM Reclass Exclusion: [~
Program Short Hame: 102 Health Imp Reimb Eligible: v
Sub Account: Reimb Status: &lowed for Reimbursement
Site Location:
Program Status: ﬁ
H save | “3 Undo ‘ [24 Inzert New Line | [E4 Insert Copied Line | B Edit with Grict Load Program Phase Details
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If there are multiple Program Phase records that must be updated for the Program, you must select and
load each Program Phase record that is being updated. There is not an option to load all children
Program Phase records for a single Program.

Cost Accounting Modification Program Period Component

Within the CAM document, each Program Period line is a child record of the Major Program line and
multiple lines are allowed.

Cost Accounting Modification Program Period — General Information Tab
Similar to the Program component, the Line Type field is used to identify whether you are adding,
modifying, or deleting a Program Period record.

If you are entering data for a new Program Period, click the Insert New Line button, then from the Line
Type drop down list, select Add. Then, the remaining tabs and fields in this component are completed in
the same manner as the Program Period component on a CAS document. Since the Inference From and
Inference To dates on each PPC record for a Major Program cannot overlap, it is best practice to first
load existing PPC records before adding a new record. This is done from the Major Program component
of the CAM document, as described earlier. Unlike other components of the CAM, the Load Program
Period button loads all existing PPC records for that Major Program. It is not necessary to load each PPC
individually. Using this method, you can ensure that dates on the new PPC record do not overlap dates
on existing PPC records. If the Inference From or Inference To dates specified in the new record fall
within the dates previously established in the PPC table, you will receive an error.

To modify an existing Program Period, follow these steps:

1. Onthe Major Program component, select the Major Program.
2. Click the Load Major Program Details button.

3. Click the Load Program Period Details button.

| Load Major Prograrm Detailz || | Load Pragram Petiod Details I

4. Navigate to the Program Period component.
5. The existing Program Period records are displayed.
6. Identify the Program Period to be modified (the Line Type field is automatically set to Modify).

7. All fields except the Department, Program Period, and Major Program fields, may then be
modified.
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b
Line Type Department Major Program Program Period Program Period Inf From  Program Period Inf To Reimb Status Program Period Sequence
Monclify: 102 102MP 10215 0200172015 021752018 Allorwved for Reimbursement 1 m
Al 102 1020P 10216 021852016 02170207 Allovved for Reimbursement i)

From 1 to 2 Tatal: 2

= List Wiew
General Options | Description Contact | Funding [dentification ﬁ
Line Type: Modify *Program Period Inf From: |02/01/2015 =
Department: 102 “Program Period Inf To: | 02/17/2016 [Feee]
Major Program: 102MP Active: [V
Major Program Hame: 02 Grart Budgeting: [«
“Program Period: 10215 Reimb Status:  Allovwed for Reimbursement -

*Program Period Hame: 102 Hesfth Impr

“Short Hame: 102H|

ﬁ Save | 55 Undo | E=:-4 Inzert Mevw Line | |E=:.‘ Ingert Copied Line | EA Edit with Grig |

To delete a Program Period, first load all existing Program Periods for the Major Program, using the Load
Program Period Details button on the Major Program component. Then navigate to the Program Period
component, locate the PPC to be deleted, and change the Line Type field from Modify to Delete.

General Information el ETe=1 el ]y}

Line Type: hodify -

Department:

Major Program:

Cost Accounting Modification Funding Profile Component

Within the CAM document, each Funding Profile is directly related to the Major Program.

Cost Accounting Modification Funding Profile — General Information Tab
Similar to the previous components, the Line Type field is used to identify whether you are adding or
modifying a Funding Profile record.

If you are entering data for a new Funding Profile, click the Insert New Line button, then from the Line
Type drop down list, select Add. Then, the remaining tabs and fields in this component are completed in
the same manner as the Funding Profile component on a CAS document. The tabs and fields available on
the CAM document, Funding Profile component, are the same as those found on the CAS document.
Refer to Topic 5.3 CAS Document Components for information on the purpose of each field and how to
complete them.

If you are modifying data, follow these steps:

1. Click Insert New Line.

2.  From the Line Type field, select Modify.
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3. From the Funding Profile pick list, select the Funding Profile to be modified (only Funding Profile
records associated with the Major Program you selected on the CAM will be presented on the
pick list).

4. Click the Load Funding Profile Details button to retrieve the Funding Profile data from the
FPRFLST table. All associated fields in the Funding Profile, Funding Profile, Funding Line, and
Internal Buyer Funding Line components will be populated in the respective component of the
CAM document.

5. Allfields in the Funding Profile component of the CAM, except the Department and Major
Program fields, may then be modified.

| Funding Profil Total Lines: 1__Funding Prafile: 102 _Line Type: Modit =

-

Line Type Department Major Program Funding Profile Funding Profile Hame
Modify 102 1020P 102 102 Heatth Impr m

Fram 1 to 1 Total 1
= List Yiew
LN gsua M Feimbursement Options ﬂ

Line Type: Modify « Active: [
Department: 102 Budgeting: |v
Major Program: 102MP Description: -
*Funding Profile: | 102 4|

“Funding Profile Hame: 102 Health Impr

Effective From: =
B

Effective To:

H save | =5 Undo | [E4 Inzert New Line | [E4 Insert Copied Line | E Edit with Grid | Load Funding Profile Details |

If there are multiple Funding Profile records that must be updated for the Major Program, you must
select and load each Funding Profile record that is being updated. There is not an option to load all
children Funding Profile records for a single Major Program.

Cost Accounting Modification Funding Priority Component

Within the CAM document, each Funding Priority line is a child record of the Funding Profile line;
therefore, whether you are adding or modifying a Funding Priority, the Funding Profile component must
first be populated. Multiple lines are allowed.

Cost Accounting Modification Funding Priority — General Information Tab
The CAM Funding Priority component allows line types of Add and Modify.
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If you are entering a data for a new Funding Priority, click the Insert New Line button, then from the Line
Type drop down list, select Add. Then, this component is completed in the same manner as the Funding
Priority component on a CAS document.

There is no Load Value button available for the Funding Priority on the CAM document. If you wish to
modify an existing Funding Priority record, first select a Funding Profile record and then click the Load
Funding Profile Details button. The Funding Priority attributes are loaded and you can modify all values
on the Funding Priority component except Department, Major Program, and Funding Profile.

Line Type Department Major Program Funding Profile Funding Priority Total Fund Line %
Moty 102 102MP 102 10 100.00% i}

From 1 to 1 Total: 1
= List View
NN g Feimbursement Options ﬂ

Line Type: Modify -

Department: 102
Major Program: 102MP
Funding Profile: 102

*Funding Priority: |10

H save | 5 Undo | [E4 Inzert New Line | [E4 Insert Copied Line | B4 Edit with Grid |

Cost Accounting Modification Funding Line Component

Within the CAM document, each Funding Line is a child record of the Funding Priority line; therefore,
whether you are adding, modifying, or deleting a Funding Line, the Funding Priority component must
first be populated. Multiple lines are allowed.

Cost Accounting Modification Funding Line — General Information Tab
The CAM Funding Line component allows line types of Add, Modify, or Delete.

If you are entering a data for a new Funding Line, click the Insert New Line button, then from the Line
Type drop down list, select Add. Then, this component is completed in the same manner as the Funding
Line component on a CAS document.

Like the Funding Priority component, there is no Load Value button available for the Funding Line on the
CAM document. If you wish to modify an existing Funding Line record, first select a Funding Profile
record and then click the Load Funding Profile Details button. The Funding Priority and Funding Line
attributes are loaded and you can modify most values on the Funding Line component.
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The Funding Line component is one of the few components on the CAM document that allows deletion
of an existing record, using the line type of Delete. To delete a Funding Line, follow the steps to modify a
Funding Line, but change the Line Type from Modify to Delete.

Line Type Department Major Program Funding Profile  Funding Priority  Funding Line Federal Appropriation Ho Other Funding Source ID Reimb % Tot Buy

ity 102 102hP 102 10 1 T5.00% 0.00%
hadlity 10z 1026P 10z 10 2 25.00% 0.00%

From 1 to 2 Total: 2

4 T 3

= List View
LEN RO s 0l Feimbursement Options | Reimbursement | Front-End Split | Funding Identification ﬂ

Line Type: hodify -

Department: 102
Major Program: 102MP
Funding Profile: 102

Funding Priority: 10

Funding Line: 1

Fi save || 5 undo | | Bainsert new Line | | Rainsert copieine | | B4 Eat with orid |

Cost Accounting Modification Internal Buyer Funding Line Component

Within the CAM document, each Internal Buyer Funding Line is a child record of the Funding Line;
therefore, whether you are adding, modifying, or deleting an Internal Buyer Funding Line, the Funding
Line component must first be populated. Multiple lines are allowed.

Cost Accounting Modification Internal Buyer Funding Line — General Information Tab
The CAM Internal Buyer Funding Line component allows line types of Add, Modify, or Delete.

If you are entering a data for a new Internal Buyer Funding Line, click the Insert New Line button, then
from the Line Type drop down list, select Add. Then this component is completed in the same manner as
the Internal Buyer Funding Line component on a CAS document.

Like the Funding Priority and Line components, there is no Load Value button available for the Internal
Buyer Funding Line on the CAM document. If you wish to modify an existing Internal Buyer Funding Line
record, first select a Funding Profile record and then click the Load Funding Profile Details button. The
Internal Buyer Funding Line attributes are loaded and you can modify most values.

Unlike directly entering data in the Internal Buyer Funding Line page, when using the CAM document to
add or modify an Internal Buyer Funding Line, an error is issued if the total of the Internal Buyer Funding
Line % values does not equal 100.00% for a given Department/Major Program /Funding Profile/Funding
Priority/Funding Line.
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The Internal Buyer Funding Line component also allows deletion of an existing record, using the line type
of Delete. To delete an Internal Buyer Funding Line, follow the steps to modify an Internal Buyer Funding
Line, but change the Line Type from Modify to Delete.

Cost Accounting Modification Funding Profile Inference Component

The Funding Profile Inference lines are not children records of any other document component, but the
Funding Profile Inference record must be associated with the Major Program identified on the CAM
document. Multiples lines are allowed.

The CAM Funding Profile Inference component allows line types of Add or Modify, but a Load Value
button is not available. You must enter the values manually to set the Cost Accounting Chart of Accounts
combination in the same manner as described for the CAS document.

FPI5, GFPI, and FPI2 tables are supported in the CAM document.

Line Type Funding Profile Inference Department Major Program Program Funding Profile Reimb Eligible
A FRIZ 102 102MP 10Z2PRIOGRARM 102 m

From 1 to 1 Total: 1

Line Type: Add -
Funding Profile Inference: FFI2 -
Department: 102

Major Program: 102MP

Program: | 102FROGRAM A
Phase: |CHST ﬁl
Funding Profile: {02 4|

Reimb Eligible: Eligible

Bl save || 9 Undo | | B4 nsertNewLine | | [y nsert Copisd Line | | 4 Ectt with ria |

Cost Accounting Modification Budget Component

Although the CAM document contains a Budget component, the State will not use the CAM document
to update budgets.

6.4. Entering a CAM

The Cost Accounting Modification (CAM) document is the method used by departments to modify
existing grant and project cost structures in a single document.

184



AFIS | Cost Accounting

ACTIVITY 6.4
Create a CAM Document

Scenario
Modify the cost structure you created in Activity 5.5 by creating a CAM document to:

Make your Major Program eligible for overhead, with a default overhead rate of 20%; update the Billing
Agreement Date field on your Program record; add a new Program Period for your Major Program; and
modify the funding split (reimbursement percentages) on your Funding Lines for your Program.

Setup
v' User is logged in to the AFIS Home Page.
v" The CAS document from Activity 5.5 has been submitted to Final Phase.

Steps

A. Navigate to the Document Catalog to initiate a CAM document for the AZ Health Improvement
Grant.
1. On the Secondary Navigation Panel, click Search.
2. Click Document Catalog.

B. Enter information in the Document Catalog.

1. Click Create to switch to Create mode.

In the Code field, enter CAM.

In the Dept field, enter the data from your student data card.

In the Other Options component, check the Auto Numbering check box.

ik wN

Click Create. The CAM opens on Header component.

C. Complete the Header component of the CAM.

1. When the CAM document is created, a new Document ID is generated. Notice that the
document is shown as Ver: 1, Function: New, Phase: Draft.

2. To navigate within a document, you can either click the component name at the bottom of the
document, or use the Document Navigator panel. In this training, you will use the Document
Navigator. If necessary, click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

3. Onthe Header, in the Document Name field, enter XXX where XXX represents the department
from your student data card.

4. Inthe Record Date field, enter the date two days in the past.

5. The Fiscal Year, and Period fields will be auto populated when you validate or submit the CAM
document.

6. Inthe Document Description field, enter XXX where XXX represents the department from your
student data card.
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Click the Extended Description tab.
In the Extended Description field, enter Modifications to AZ Health Improvement Grant.

= List wiew
General Information WSAEGEEIESw ) (M Document Information
y
Extended Description:
Modifications to AZ Health Improvement Grant .

Note: The fields in the Header component are optional unless required by department procedure.

D. Complete the General Information tab in the Major Program component of the CAM to identify the
Major Program to be updated, then update fields in the Overhead tab.

1.
2.
3.

On the Document Navigator, click Major Program.

In the Department field, enter the data from your student data card.

In the Major Program field, enter the Major Program code created in Activity 5.5 (XXXMP where
XXX represents the department from your student data card).

Click Load Major Program Details. Notice the fields in the Major Program component are
populated with data from MJPRG.

Major Program Depariment, 102 Major Program: 16246 =

Department  Major Program Hame  Active Effective From  Effective To Reimb Status
102 102P 02 Grant Yes Allowed for Reimbursement

From 1 to 1 Tatal: 1
= List Wiew
e NG General Options | Rollups | DescriptionfContact | Highway Project | Owerhead ﬂ

*Department: 102 il Effective From: B
Studert 2 Effective To: =
*Major Program: | 102hP 4| Active: [v
*Hame: |02 Grart Budgeting: [~
*Ghort Hame: |02 Grant Reimb Status:  Alloveed for Reimbursement -
ﬁ‘ Save | 55 Unda | Ed Edfit with Grid Load Major Program Details Load Program Period Details
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F.

187
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Click the Overhead tab.

Check the Overhead Eligible check box.

In the Overhead Default Rate field, enter 20.

Click Save. Notice the Overhead Default Rate value is extended to three decimal places.

General Information | General Options | Rollups | Description/Contact HighwavPrnject

Overhead Eligible: | Overhead Default | 20000
Rate:
Overhead [
Redirection: Function:

Update the Billing Agreement Date field in your existing Program record.

On the Document Navigator, click Program.
Click the Insert New Line button.
From the Line Type drop down list, select Modify.

General Information [EEERETEIRal il

Line Type: Modify -

From the Program pick list, select the Program code you noted in Activity 5.5.

Click Load Program Details. Notice the fields in the Program component are populated with
data from PROG.

In the Billing Agreement Date field, remove the date you had entered previously, and change it
to the 15" of the previous month.

Click Save.
General Options | Raollups || DescriptionfContact | Highway Project | Fixed Asset Information || Pragram Dates n_
Line Type: Nodify - Effective From: B
Department: 102 Effective To: /3
*Program: |102PROGR.AM ﬁ Billing Agreement Date: 011152015 B
Auto Generate: [ Active: v
Prefix: Budgeting: |v

*Hame: | 102 Health Improvement P Reimb Status:  Alloved for Reimbursement -

“Short Hame: | 102 Heatth Imp Reimb Eligible: [+
Major Program: 102MP Reclass Exclusion: [

Sub Account:

Site Location:

Program Status:

[

ﬁ Save | =3 Undo | E-< Insert Mewy Line | E.< Inzett Copied Line | B4 Ecit with Grid Load Program Details
L

Create a new Program Period for your Major Program.

1.

2.

On the Document Navigator, click Program Period. Notice that the grid in this component is
empty.
On the Document Navigator, click Major Program.
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11.

12.
13.
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Click Load Program Period Details.

Load Major Program Details | Load Program Periodd Details
[Frr

& Prirt | F‘rocessingv| Wc:rkﬂowv| File = | | Ed Close |

On the Document Navigator, click Program Period. Notice the grid is populated with the
Program Period you created in Activity 5.5.

Click Insert New Line.

In the Line Type field, retain the default entry of Add.

In the Program Period field, enter XXX16 where XXX represents the department from your
student data card.

In the Program Period Name field, enter XXX Program Period 16 where XXX represents the
department from your student data card.

In the Short Name field, enter XXX PPC 16 where XXX represents the department from your
student data card.

In the Program Period Inf From field, enter a date one year plus one day from today’s date (one
day following the end of the existing Program Period) , in the format MM/DD/YYYY.

In the Program Period Inf To field, enter a date two years from today’s date, in the format
MM/DD/YYYY.

The Active and Budgeting check boxes will remain checked.

In the Reimb Status field, retain the default entry of Allowed for Reimbursement.

sl W General Options || Description Contact | Funding dentification

Line Type: Add *Program Period Inf From: | 2/13/2015 =
Department: “Program Period Inf To: |02/17/2017 =
Major Program: Active: v
Major Program Hame: Budgeting: |v
*Program Period: 10216 Reimb Status: Allowed for Reimbursement -
“Program Period Hame: | 102 Program Period 16
“Short Hame: | 102 FFC 16

Complete the Funding Identification tab of the new Program Period component.

o v kW

Click the Funding Identification tab.

From the Federal Catalog Agency pick list, select DCAP. The Federal Catalog Prefix field will be
auto populated based on this selection.

From the Federal Catalog Suffix pick list, select 055.

Leave the Federal Appropriation No field blank.

The remaining fields are optional and will remain blank for this scenario.

Click Save.
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General Information | General Options | Description Contact | W Te RGO T ]

Federal Catalog Agency: DCAP ﬁ SEFA ID:
Federal Catalog Prefix: |03 SEFA Description:
Federal Catalog Suffix: | 055 i

Federal Agency Hame: DHHS Centers for Disease Control and Prevention
Common Accounting Ho:
Federal Appropriation Ho: ﬁ

External Account Ho:
Letter of Credit Ho:

Construction Budgeting
Authority Ho:

Federal Payment System:

H. Modify the Funding Lines for your eligible Funding Profile from a 50/50 split to a 75/25 split.
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10.
11.
12.

On the Document Navigator, click Funding Profile.
Click the Insert New Line button.
From the Line Type drop down list, select Modify.

From the Funding Profile pick list, select XXX where XXX represents the department from your

student data card.

Click Load Funding Profile Details. Notice the fields in the Funding Profile component are

populated with data from the FPRFLST page.

LN E R D EU L Feimbursement Options

F - I

Line Type: Modify - Active: [V
Department: 102 Budgeting: [v
Major Program: 1020P Description:
*Funding Profile: | 102 A

*Funding Profile Hame: | 102 Health Imgr
Effective From:

Effective To:

=
=

H save | 53 Undo | [24 Insert Mew Line | [E4Insert Copied Line | E4 Edit with Grid |

| Losd Funcing Prafite Detils |

On the Document Navigator, click Funding Line. Notice the two Funding Lines you created in

Activity 5.5 are displayed in the grid.

With Funding Line 1 highlighted in the grid, click the Reimbursement Options tab.

In the Reimb % field, delete 50.00%.

In the Reimb % field, enter 75.

In the Funding Line grid, select Funding Line 2.
In the Reimb % field, delete 50.00%.

In the Reimb % field, enter 25.
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13. Click Save.
Document Havigator X
Header
e Line Type Department Major Program  Funding Profile  Funding Priority  Funding Line Federal Appropriation Ho  Other Funding Source ID  Reimb % Tot Buy
! Modity 102 102Mp 102 10 1 7500%  000%
Program Phase hfocify 102 102nF 102 10 2 2500%  0.00%
Program Period From 1 to 2 Total 2
Funding Profile 1 I ¢
Funcing Priotity = List view
Funding Line
Interml Buyer Funcing Line General Infarmation EET T A E ANl Feimbursemnent | Frant-End Salit | Funding ldentification a
Funcing Frofile Inference |
Unit: Reimb Status: Allowed for Reimbursement -
Budget
Customer ID: el Reimb %: |25.00%
Created Documents
Customer Hame: Max Reimb Amt: | 50,00
Internal Customer: [~ Split Type: Frort End Split (FES)
Customner Type: CMIA Method:  Nong v
Billing Profile: ﬁ Reimb Eligible: ves

Billing Profile Type: Fiscal Year: 2015

Reimb Output Type: Hone - Tot Buyer Line %: 0.00%

Reimb Frequency: Hone v Bank Account Code: ﬁ

I. Validate and submit the CAM document, then click Close, and return to the Home Page.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: "Document validated successfully."

2. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: "Document
submitted successfully."

3. Click Close on the CAM document.

4. Click Home on the Primary Navigation Panel to return to the Home Page.

6.5. Researching a CAM Document

This topic reviews the tables that are updated by CAM documents, the created budget document, and
budget status of the new cost structure.

Major Program Reference Tables

When submitted to Final Phase, the CAM document updates all of the reference tables represented by
the CAM document components (Major Program, Program, Program Phase, etc.).
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ACTIVITY 6.5
View CAM-Generated Records on Reference Tables

Scenario
The CAM document has been submitted to Final Phase. Navigate to each of the associated reference
tables to view the records created from or modified by the CAM.

Setup

Steps

v' User is logged in to the AFIS Home Page.
v' The CAM document in Activity 6.4 has been submitted to Final Phase.

A. Navigate to the Major Program page and view the changes made to your Major Program record.

1.
2.

In the Jump to field, enter MJPRG.
Click Go. The MJPRG page is displayed.

B. Search for and view your Major Program record.

1.
2.

Click Search. A search window is displayed.

In the Name field, enter XX Grant where XX represents the student number from your student
data card.

Click Ok. Your Major Program record is displayed.

Click the Overhead component. Notice the Overhead Eligible check box is checked and the
Overhead Default Rate is 20%.

C. Search for and view the changes to your Program record.

191
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In the Jump to field, enter PROG.

Click Go. The PROG page is displayed.

Click Search. A search window is displayed.

In the Program field, enter XXXProgram where XXX represents the department from your
student data card.

Click Ok. Your Program record is displayed.

Notice the updated Billing Agreement Date field.

Search for and view your new Program Period record.

P W

o u

In the Jump to field, enter PPC.

Click Go. The PPC page is displayed.

Click Search. A search window is displayed.

In the Program Period field, enter XXX16 where XXX represents the department from your
student data card.

Click Ok. Your new Program Period record is displayed.

Review the data populated on PPC from the CAM document.
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E. Search for and review the changes made to your Funding Profile record, then return to the Home
Page.
1. Inthe Jump to field, enter FPRFLST.
2. Click Go. The Funding Profile Select page is displayed.
3. Inthe Funding Profile field, enter XXX where XXX represents the department from your student
data card.
Click Browse. Your Funding Profile record is displayed in the grid.
Click the View Funding Profile link. The Funding Profile Summary is displayed.
On the Secondary Navigation Panel, click Funding Line.
With Funding Line 1 highlighted in the grid, click the Reimbursement Options tab.
Notice the Reimb % field is now 75.00%.
Click Funding Line 2 in the grid to select it.
10. Notice the Reimb % field is now 25.00%.
11. On the Secondary Navigation Panel, click Close to close the Funding Profile record.

©® N U s

12. Click Home on the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

= Created a Cost Accounting Modification (CAM) document to modify existing entries on the
Major Program, Program, and Funding Line; and add a new cost structure elements such as
Program Period

= Viewed the changes made to records on Major Program reference tables as a result of the CAM
document

Check Your Progress

1. The CAM document can modify entries on some of the Major Program reference tables, but the CAS

cannot.
a. True
b. False

2. The CAM document can be used to

Add a record on MJPRG
Delete a record on MJPRG
Modify a record on PHASE
Modify a record on PROG
All of the above

™ o 0 T o
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3. The CAM document can be used to add entries to the FPI2, FPI5 and GFPI pages, but not any other
funding profile inference pages.

a. True
b. False
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7. EXPENDING PROGRAM FUNDS

Learning Objectives

In this lesson, you will:
= |dentify the Detail Accounting tab of an expenditure document as the location that Chart of
Accounts elements associated with cost accounting are entered in AFIS
=  Create a General Accounting Expense (GAX) document to expend grant funds
= Review the impact of expenditures on the grant budget inquiry pages

= |dentify ways to prevent and correct data entry errors

Lesson Overview

You have established a grant in the cost structure, established a reimbursement and program budget for
the grant, and viewed the budget status of a grant using the budget inquiry pages. This lesson explains
how expenditures are associated with a grant or project in AFIS.

7.1. Recording a Non-Commodity Based Payment in AFIS

Most procurement transactions originate in ProcureAZ and are interfaced to AFIS, but some
expenditures for services are processed for payment in AFIS. Both types of transactions are associated
to a project or grant by populating the appropriate fields in the Detail Accounting tab, on the Accounting
Line of the document. This lesson will focus on a non-commodity based payment created in AFIS, but
the concepts also apply to transactions that originate in ProcureAZ.

Recording a non-commodity based payment in AFIS consists of the following two steps:

= Requesting payment for the service
= Disbursing payment to the vendor for the service

Only the first step is addressed in this topic.

Once an initial transaction is established in AFIS, the Chart of Accounts elements are copied to the
subsequent documents in the business process without additional data entry. This is accomplished by
using the Copy Forward feature. For example, once a General Accounting Expense (GAX) document is
created in AFIS, the Chart of Accounts elements coded on the GAX document are copied forward to the
Automated or Manual Disbursement (AD or MD) document.

Associating a Financial Transaction with a Grant or Project
In the Getting Started with Arizona Advantage course, you reviewed how to create and process
documents. A document is the method by which a financial transaction is recorded in AFIS.
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Within each financial document, there is an Accounting component, and within that Accounting
component there is at least one Accounting line. Each Accounting line contains a Fund Accounting tab
and a Detail Accounting tab used to identify the Chart of Accounts elements to be associated with that
financial transaction. It is on the Detail Accounting tab of financial documents that the cost accounting
Chart of Accounts elements are entered to associate the financial transaction with the appropriate
project or grant.

Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type

1 100.00 100.00 50.00 $100.00 APO1

From 1 to 1 Total: 1

= List View
General Information | Reference | Fund Accounting Service Dates | Additional Amounts ‘ﬁ
Location: $| Reporting: il Major Program: | CCAS
Sub Location: 4| Sub Reporting: 4| Program: |CCAS2A &
Activity: i| Task: i| Phase: i'
Sub Activity: 4 Sub Task: | Program Period: |ccas2
Function: ﬁl Task Order: £|
Sub Function: |

Detail Accounting Tab
The Program field is the primary field used to associate an expenditure transaction with the grant or
project’s cost structure. The Major Program field is auto populated based on the Program.

For projects, the Phase is selected from the pick list to identify the project Phase the expenditure is
associated with.

For grants and projects, the Program Period will be inferred but can be manully adjusted.

The Activity, Sub Activity, Location, Sub Location, Function, and Sub Function fields may be populated if
required by department procedure.

Recording Funding Splits

Many times grant and project expenditures are funded by two or more sources. This is called a funding
split. A common scenario for a Federally-funded grant or project is a funding split that is 80% Federally-
funded with a 20% State Match. The details of the funding split are recorded on the Funding Profile
hierarchy, but the Funding Profile, Funding Priority(s), and Funding Line(s) are not entered on the
document accounting line. Instead, they are inferred on the document’s posting line, based upon the
entry made in the appropriate funding profile inference page.
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Posting Tota Lines: 2. Posting Lines.i =

Line Function Debit Posting Debit Posting Hame Debit Amount
Credit Posting Credit Posting Hame Credit Amount
, T D011 External AE $50.00
andar D001 Disb Payable $60.00

= List View
General Information | Fund Accounting | ETFReIINT] ﬂ

Location: Reporting: Major Program: LCCAS
Sub Location: Sub Reporting: Program: LCCASZA
Activity: Task: Phase:
Sub Activity: Sub Task: Program Period: LCCASZ
Function: Task Order: Funding Profile: LCCASZ
Sub Function: Stage Profile:
Funding Priority: 10
Funding Line: 1

7.2. View the Impact of the Front End Split on GAX Posting Lines

When a GAX document that contains a Major Program code on the Detail Accounting tab is validated,
AFIS automatically evaluates the settings on the MJPRG record. If the Split Type is Front End Split, AFIS
searches the funding profile inference pages for a Funding Profile to infer. Then, posting lines are
generated to reflect the funding agreement details entered on the Funding Lines.

In the grant structure created by the CAS and CAM documents, the AZ Health Improvement Grant is
funded by a 75/25 split between Federal and State funding. Therefore, for each Accounting Line on the
GAX, two posting lines are created: one posting line for the 75% Federal funding, and one posting line
for the 25% State funding.

AcTiviTy 7.2
Create a GAX and View the Impact of Front End Split on Posting Lines

Scenario

Create a GAX document to request payment a payment of $10,000 for professional services related to
the AZ Health Improvement Grant. Submit to Final Phase and view the posting lines to view the impact
of the front end split and funding profile inference.

Setup
v' User is logged in to the AFIS Home Page.
v" The Major Program, Program, Program Period, Funding Profile hierarchies, funding profile
inferences, and initial budget lines for the AZ Health Improvement Grant have been established.
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Steps

A. Create a GAX document using the Document Catalog.
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1.

o vk wnN

7.

On the Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create to switch to Create mode.

In the Code field, enter GAX.

In the Dept field, enter the data from your student data card.

In the ID field, enter XXX GAX where XXX represents the department from your student data
card.

Click Create. The GAX opens and the Header component is displayed.

Complete the Header component of the GAX.

1.

When the GAX document is created, notice that the document is shown as Ver: 1, Function:
New, Phase: Draft.

To navigate within a document, you can either click the component name at the bottom of the
document, or use the Document Navigator panel. In this training, you will use the Document
Navigator. If necessary, click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

On the Header, in the Document Name field, enter XXX where XXX represents the department
from your student data card.

The Record Date, Fiscal Year, and Period fields will be auto populated when you validate or
submit the GAX document.

In the Document Description field, enter XXX where XXX represents the department from your
student data card.

Note: The fields in the Header component are optional unless required by department procedure.




Complete the Vendor component of the GAX document.
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General Accounting Expense(GAX) Dept: 102 ID: 102 GAX  Wer.: 1 Function: Mew  Phase: Draft -
Document Havigator B3| o . . T
Header
Vendor Line Vendor Customer Legal Hame Line Amount

Vendor

1 ADAZ2ARAL Wendor of Arizona2 F0.00 W
Accounting
e From 1 to 1 Total: 1 G0 to line: Go

= List View

[N EN DTGl Disbursement Options | Discount Terms | Wisc Yendar ACH Details ﬁ
Vendor Customer: ADAZ2A8MA & Vendor Contact ID: &
Legal Hame: “endar of Arizona? Vendor Contact Hame:
AliasDBA: “Yendor of 472 V¥endor Contact Phone: | 123-143-1081
Address Code: 2DAT2 ﬁl Vendor Contact Phone
Ext.:
Address Line 1: 2001 Road
VYendor Contact Email:
Address Line 2:
Fax:
City: Washington
I o Fax Extension:
State: -
Web Address http::
Zip: | 20007
Country: IS
County: i.

On the Document Navigator, click Vendor.
Click Insert New Line.
In the Vendor Customer field, enter ADAZ2AAAA.

el e

from the Vendor Customer (VCUST) page.

Click Save. Notice the fields in the Vendor component of the GAX document are auto populated

Complete the General Information tab of the Accounting component to encumber $10,000 for

services related to the AZ Health Improvement Grant.

Document Havigator ] : = : - - 5 -
Header
\endor Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount
- o $0.00
Accounting
Posting Fram 1 to 1 Tatal: 1 Gotoline: ﬂ
Feference | Fund Accounting | Detail Accounting | Service Dates || Additional Amounts
Event Type: | Budget FY:
Accounting Template: | Fiscal Year:
Line Description: - Beriod:
Bank: |
i vendor Invoice Humber: | 1021254
Line Amount: 10000 vendor Invoice Line: 1
Line Closed Amount: Vendor Invoice Date: | 21172015 =
1. Onthe Document Navigator, click Accounting.
2. Click Insert New Line. The fields in the General Information tab are available for data entry.
3. Inthe Line Amount field, enter 10000.
4. Inthe Vendor Invoice Number field, enter XXX1234 where XXX represents the department from
your student data card.
5. In the Vendor Invoice Line field, enter 1.
6. Inthe Vendor Invoice Date field, click the Show Calendar icon and select today’s date.
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E.

F.

Complete the Fund Accounting tab of the Accounting component.

General Infarmation || Reference Dietail Accounting | Service Dates | Additional Amounts
Fund: 4 Object: | 5295 hin 0BSA: 4
Sub Fund: a Sub Object: 4 Sub 0BSA: 4
Department: | 102 4 Revenue: i Dept Object: 4
Unit: 4 Sub Revenue: B Dept Revenue: A
Sub Unit: 4 BSA: 4
Appr Unit: i Sub BSA: 4
1. Click the Fund Accounting tab.
In the Dept field, enter the data from your student data card.
In the Object field, enter 6299.
Complete the Detail Accounting tab of the Accounting component.
General Infarmation | Reference | Fund Accounting Serice Dates | Additional Amounts F <
Location: ﬁ Reporting: 2 Major Program:
Sub Location: 4 Sub Reporting: 4 Program: |102PROGRAM 4
Activity: a Task: A Phase: hin
Sub Activity: i Sub Task: 4 Program Period: i n
Function: 1025205 ﬁ Task Order: ﬁ
Sub Function: ﬁ

Click the Detail Accounting tab.
In the Function field, enter the data from your student data card.

w N e

In the Program field, enter the Program code you created in Activity 5.5.
4. Click Save.

G. Validate and submit the GAX document.

H. View the GAX Accounting Line and Posting Lines, then click Close and return to the Home Page.
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1. Click the Validate button to check for errors. If any errors exist, correct the errors and click the

Validate button again. If the validation is successful, the following message displays in the upper

left corner of the screen: "Document validated successfully."

2. Click the Submit button to submit the document for approval after all errors are resolved. If the

submission is successful, the following message displays in the upper left corner: "Document

submitted successfully."

1. Click the General Information tab in the Accounting component. Notice the Event Type APO1,

Budget FY, Fiscal Year, Period, and other fields have been inferred.
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Le=T N UL Feference | Fund Accounting | Detail Accounting

Service Dates | Additional Amounts

Event Type: apoq i

Accounting Template:

Line Description:

Line Amount: §10,000.00

Line Closed Amount: $0.00 Vendor Invoice Date: 020472015 =
Line Closed Date: Tracking Date: m
Line Open Amount: $10,000.00 Check Description:
Referenced Line Amount: $0.00
Interest Ineligible: [~ =
Payment Type: i Special Instructions Code: i
Interest Amount From IPR: Disbursement Category: A

Budget F¥: 20135

ﬁ Fiscal Year: 2015
Period: 5

Bank: gro ﬁ
Vendor Invoice Humber: 1021234

VYendor Invoice Line: 1

On the Document Navigator, click Posting.
Notice the two Posting lines: based on the inferred Funding Profile, AFIS has created one
Federally-funded posting line for $7,500 and one State-funded posting line for $2,500.

Document Havigator \z\ = I P " F—
Header
end Line Function Debit Posting Debit Posting Hame Debit Amount
EOEEY Credit Posting Credit Posting Hame Credit Amount
Accounting . — Do14 External AE $7,500.00
Posting andan pam Disty Payable $7,500.00
Do External AE $2,500.00
2 Standard
andar i Disk Paysble 250000

Click the Show Details (eye) icon for the first posting line. The details are displayed.

Line Function Debit Posting Debit Posting Hame Debit Amount
Credit Posting Credit Posting Hame Credit Amount
; stariard | External &E $7,500,00 >
AnEn Do Dish Pavable $7,500.00

From this posting line detail page, click the Detail Accounting tab. Notice the Funding Profile,
Funding Priority, and Funding Line fields are populated; and Funding Line 1 has been inferred for

the Federally-funded line.

General Information | Fund Accounting e Eileel 00|

Function: 1025205 Task Order: Funding Profile:

=

02
Sub Function: Stage Profile:

Funding Priority: 10

Funding Line: 1

Location: Reporting: Major Program: 102mP
Sub Location: Sub Reporting: Program: 102PROGRAM
Activity: Task: 102000 Phase:
Sub Activity: Sub Task: 957654 Program Period: 10215

In the lower left corner of the document, click Show Lines to return to the Posting Lines.

I 2 Show Lines I

[ Discard |

[ Ecit | [ Copy | (¥ Copy Forward |

@ Prirt | Processing = | Wiorkflow = | File = | E Close |

In the Posting grid, select Posting Line 2.
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8. Click the Show Details (eye) icon for the second posting line. Notice Funding Line 2 has been

inferred for the State-funded line.
9. Click Close to close the GAX document.

10. Click Home on the Primary Navigation Panel to return to the Home Page.

7.3. Review the Status of a Cost Accounting Budget

Previously, you saw how project and grant budgets are displayed on the budget inquiry pages. The

Expense Actuals component of the budget inquiry page displays expenditure activity throughout the

lifecycle of the project or grant.

Expense Actuals

The Expense Actuals component on the budget inquiry page displays expenditure transactions. In
addition, AFIS calculates and displays the impact on the remaining budget in the Uncommitted,

Unobligated, Unexpended Accrued, and Unexpended Cash fields.

Reimburgable Grant: Funding Priority

Department Major Program Program Funding Funding Current Actual

Program Period Profile Priority Budget Expenses
+ 102 102MP 102PROGRAM 10215 102 10 $100,000.00 $10,000.00
102 102MP 102PROGRAM 10215 102IMEL 10 $12,000.00 $0.00
First Prev Mext Last
Search ¥R

= Expense Actuals
Pre-Encumbered: 570 Uncommitted : 550 non oo
Encumbered: 570 Unobligated : §q0 000 00
Accrued Expenses: g0 00000
Cash Expenses: g0
Actual Expenses : g0 000,00 Back End Splits : 37 0

Charges: g0.00

Unespended Acerued ; go0,000.00

P L LL

Unexpended Cash: 5100 00.00

<

Total
Revenue

$0.00
$0.00

Unobligated

$490,000.00
$12,000.00

Menu B

Unrecognized

Revenue

$0.00
$0.00

Now, return to the budget inquiry pages to see how expenditure transactions are displayed.

AcTtivity 7.3
Review the Status of a Cost Accounting Budget

Scenario

Navigate to the budget inquiry pages to view the impact of the GAX document.

Setup
v' User is logged in to the AFIS Home Page.

v" The Major Program, Program, Phase, Funding Profile hierarchies, funding profile inferences, and

initial budget lines for the AZ Health Improvement Grant have been established.

v" A GAX document for professional services has been submitted to Final Phase.
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Steps
A. Navigate to the Budget Structure 39 Level One Budget Inquiry page.
1. Inthe Jump to field, enter BQ39LV1.
2. Click Go.
3. Click the Search link. The Search window is displayed.
4. Inthe Dept field, enter the data from your student data card.
5. Inthe Program field, enter the Program code you created in Activity 5.5.
6. Inthe Funding Profile field, enter XXX where XXX represents the department from your student
data card.
7. Click Ok. The Reimbursable Grant: Funding Priority page is displayed.
B. Review the expense actuals for the AZ Health Improvement Grant in the Expense Actuals
component.
1. Notice $10,000 in the Accrued Expenses and Actual Expenses fields due to the Procure to Pay

activities. Expenditures will update the Cash Expenses field when a disbursement document for
the transaction is processed to Final Phase.

= Expense Actuals

Pre-Encumbered : g g ry Uncommitted : 597 00000

Encumnbered : 5 ;g 2 Unobligated : §30 00000

Accrued Expenses : g 0,000,000 4 Unexpended Accrued : $30,000.00
Cash Expenses : g ;) 3 Unexpended Cash : 100 000.00

Actual EXpenses @ 10, 000.00 Back End Splits : 35 o
Charges : 5 00

G

Click the Magnifying Glass icon to the right of the Accrued Expenses field to drill down to the
Detailed Transaction Listing. Notice there are two lines displayed for the same document due to
the two Funding Lines for this transaction.
Detailed Transaction Listing

Doc Code DocDept Docld Document ldentifier Accrued Expenses
- AN 102 102 GAX GAX 102102 GAX §2500.00
A 102 102 GAX GAX 102 102 GAX 7 50000

Click the Document Identifier link to navigate to the GAX document that created the Accrued
Expense. The GAX document is displayed.

Click the Close button on the GAX to return to the Detailed Transaction Listing.

Click OK to return the BQ39LV1 page.

Notice the system generated values in the Uncommitted, Unobligated, Unexpended Accrued,
and Unexpended Cash fields.
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7. Click the Uncommitted field label to view the Formula Definition that is generating the value in
the field.

Formula Definition

Copy  First Prev Mext Last

Formula Definition : cyyrent Budget - Purchase
Rezervations - Pre-Encumbered -
Encumbered - Accrued Expenses -
Cash Expenzes

8. Click OK to return to the budget inquiry page.

C. View Level Two of Budget Structure 39, then return to the Home Page.

1. From the BQ39LV1 page, click the Program Period Budget link to view the Reimbursable Grant:
Funding Line page for the budget structure.

2. Notice the Accrued Expenses and Actual Expenses fields display $7,500 to reflect the 75%
Federal share of the expenditure.

3. Inthe summary grid, click the line for Funding Line 2 to view the values in the Accrued Expenses
and Actual Expenses fields for the State share of the expenditure.

4. To return to the Home Page, click Home in the Primary Navigation Panel.

Note: You may navigate to the program budget inquiry pages to view the impact of the

expenditure transactions.

7.4. Prevention of and Correction of Errors

Data entry errors for cost accounting activities may occur at any point during the lifecycle of a project or
grant. The steps necessary to correct errors will depend upon the error: what data was entered
incorrectly; at what point in the lifecycle the error is discovered; and the details of the funding
agreement with the Federal agency for each specific project.

Accounting Templates and Function Codes

The use of accounting templates and function codes simplifies data entry for the user by establishing
most of the correct Chart of Accounts elements to use for a specific type of project or grant expenditure.
For example, an accounting template or function code may be established for each project, containing
the proper Fund Accounting elements, as well as the proper Program and Phase elements for a project
expenditure. Then, when the user selects the appropriate Accounting Template, very few Chart of
Accounts elements must be manually entered on the Accounting line. See the Getting Started with
Arizona Advantage course for additional information about creating accounting templates and function
codes.

AFIS Edits

AFIS cost accounting functionality includes edits that help ensure accurate data entry. For example,
error messages will be generated if a user attempts to enter a Phase for a project that has not been
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established on the Program Phase page. Or, an error will be generated if insufficient budget remains for
a project expenditure. The messages will provide information about the data element that triggered the
AFIS edit.

Required, Valid, and Invalid Chart of Accounts Tables

AFIS provides several tables that may be used to ensure that the Chart of Accounts elements entered on
the Accounting lines are present when required, or either valid or invalid combinations. These tables are
optional and may not be used for all cost structures. Available tables are:

=  Program Activity Requirement (PRGREQ)

= Unit/Program Required (PROGREQ)

= Valid Unit Program Combination (VUPROG)
= Valid Phase/Event Types (VPHEVNT)

= Invalid Phase/Event Types (IVPHEVNT)

Workflow

Some errors may not trigger an AFIS error message, yet may still be inaccurate for the funding
agreement. For example, the incorrect Phase may be selected for an expenditure. Transactions entered
on an AFIS document are not complete until the document is approved by all individuals on the
workflow for that document; so it is very important for document approvers to carefully review the
Chart of Accounts elements on the Fund Accounting and Detail Accounting tabs of a document
Accounting line prior to approving the document. If data entry errors have been made, the document
can be rejected for correction of the error(s).

Correction of Errors

If an error is identified after the drawdown request has been submitted and the reimbursement
deposited by the State, then the steps necessary to correct the error will depend upon the funding
agreement with the Grantor: the Federal agency may ask the State to adjust it against the next bill or it
may require a refund for the incorrect amount drawn.

Whenever possible, the error will be corrected by creating a modification version of the original,
incorrect document. If necessary, a Cost Accounting Journal Voucher (JVC) document will be created to
correct the error. If you are correcting a post for a Major Program setup to use front end split, the
standard vouchers (JV and JVA) are not available. See the General Accounting Course for detailed
information on creation of journal voucher documents.
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Lesson Summary

In this lesson, you:
= |dentified the Detail Accounting tab of an expenditure document as the location that Chart of
Accounts elements associated with cost accounting are entered in AFIS
= Created a General Accounting Expense (GAX) document to expend grant funds
= Reviewed the impact of expenditures on the grant budget inquiry pages

= |dentified ways to prevent and correct data entry errors

Check Your Progress

1. The document can be created to request payment for a non-commodity based
transaction in AFIS.

a. GAX
b. AD
c. MD
2. The Program code is entered or inferred on the of the to associate an

expenditure with the appropriate project.
a. Fund Accounting tab; Accounting line
b. Fund Accounting tab; Posting line
c. Detail Accounting tab; Accounting line
d. Detail Accounting tab; Posting line

3. The field on a budget inquiry page is updated when a disbursement document (MD or
AD) is processed to Final Phase.

a. Pre-Encumbered
b. Encumbered
c. Cash Expenses

4. Data entry errors on the Accounting line of expenditure documents can be prevented by

a. AFIS edits
b. The use of accounting templates
c. Review by document approvers

d. All of the above
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8. RECORD AND TRACK PROGRAM COSTS

Learning Objectives

In this lesson, you will:

= Create an Internal Costing Usage Transaction (ICT) document
= Review records posted on the Internal Costing Journal (ICJ) page
= Describe the Internal Costing Process

= Create a Charge Transaction (CH) document

Lesson Overview

In some cases, activities must be reimbursed based on established rates or fees rather than the actual
cost recorded on a document Accounting line (for example, costs related to work orders). In these cases,
fee and rate schedules are established and reimbursement is calculated using those fees or rates. The
Internal Costing Usage Transaction (ICT) document is utilized to enter these types of transactions in AFIS.

There are additional non-financial costs and revenue credits that are not established on the Internal
Costing pages, yet must be charged to a project or grant. The Charge Transaction (CH) document is used
to record these transactions.

8.1. State Process Review

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID PA-TB-003 and represented by Figure 13 below.

1. Managers within each department identify the need to record memo costs within the CGl
Advantage application related to labor hours, equipment use, or some other non-financial
element to which a rate is applied. This is accomplished through the Internal Costing Usage
Transaction (ICT) document.

2. The department is responsible for completing the ICT document. Additional supporting
information and/or justification documentation may be attached to the ICT document. Once
completed, the document will be validated and submitted, routing it through workflow for
approval within the department.

3. The ICT document requires review and approval by the department. Departmental approval will
be configured for the individual departments as needed. If a document is rejected, it will be set
to a draft state allowing department users to modify or correct the document and resubmit.

4. When final approval has been applied, the ICT document updates the Internal Cost Journal.
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Figure 13: Process of Creating an Internal Costing Usage Transaction Document (PA-TB-003)

8.2. Overview of the Internal Cost Process

Internal Costing functionality of AFIS is used to record memo costs (various types of internal, non-
expenditure costs), which can then be charged to accounting distributions as usage occurs. Examples of
internal costs are calculated labor costs (as compared to actual salary expense), mileage, and hourly
equipment rates (with or without an Equipment ID). Each of these has its own behaviors for internal
costing.

The Internal Costing Usage Transaction (ICT) document records the units of usage performed for costing.
Units of usage can be of any type, but are generally described in terms of the Usage Groups: Labor,
Mileage, and Equipment Use (with or without an Equipment ID). The data that is entered on the ICT
document is stored on the Internal Costing Journal (ICJ) table after the ICT document is successfully
processed to Final Phase. The records from this table are used as the input to the automated Internal
Costing Process.

8.3. Internal Costing Usage Transaction Document Components

The ICT document has a Header component and an Accounting component.

Internal Costing Usage Transaction Header Component

The Header component records general information about the document. All fields in this component
are optional; refer to department procedure for guidance on completing this component.
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Internal Costing Usage Transaction Header — General Information Tab
The General Information tab contains descriptive fields and date information common to most

document headers.

NG SN DG Extended Description | Document Information

Document Hame: P Labor and Mileage

Document Description: A7 Expressway PM Labor and
Wileage

Record Date: 1073012014 B
Fiscal Year: 2015

Budget FY: 2015

Accounting Period: 4

Internal Costing Usage Transaction Header — Extended Description Tab
The Extended Description tab contains one large text field for entering a long description of the

document or notes related to the processing of the document.

General Information |WSAELGELRSTEO Gy Cocument Information

Extended Description:

Internal Costing Usage Transaction Header — Document Information Tab
The Document Information tab displays the user ID’s and dates for document creation and modification.

General Information | Extended Description el @ 0 gt ]

Created By: chenderzon

Created On: 1005002014

Modified By: ghenderson

Modified On: 1053052014

Internal Costing Usage Transaction Accounting Component

The Accounting component records costing usage information and the Chart of Account codes that will

be charged when the Internal Costing Process occurs.

208



AFIS | Cost Accounting

Internal Costing Usage Transaction Accounting — Usage Information Tab

The Usage Information tab identifies the Event Type, Usage Type, Units, Usage Dates, and other data
specific to the type of cost being entered.

[T e s Fond Accounting | Detail Accounting

Event Type: |o01 ﬁ. Budget FY: 2015
Accounting Template: 4 Fiscal Year: 2015
Line Description: pPw Labor Period: [
Overtime Labor Units: g goooo
Employee Benefits Multiplier | Benefits Multiplier 1
Type:
Usage Type: | Labor
Equipment ID: |
Usage Group: Labor
Equipment Clags: &
Regular LaborUsage Units: 20 ooooo
Unit of Measure: Y Equipment Description:
Rate Categony: | Standard
Usage From: 1072072014 B
Materials Testing Class: 4|
Usage To: 02452014 E
Employee ID: | [TA5675 Materials Testing Department:
Employee Class: Py i' Materials Testing Program:
First Hame: Quinn
Internal Costing Usage Transaction Accounting — Fund Accounting Tab
The Fund Accounting tab contains Chart of Accounts elements that define the budget structure or
account that will be updated by the ICT document.
Usage Information Iﬂmm Detail Accounting
Fund: 72030 4| Department: [TA 4 OBSA:
SubFund: przozo AR Unit: 1220 A Sub OBSA:
Object: F011 3' Sub Unit: ﬁn Dept Object: i'
Sub Object: 4| Appr Unit: [T53000 4| Dept Revenue: 4|
Revenue: 4 BSA: 4
Sub Revenue: 4 Sub BSA: A

Internal Costing Usage Transaction Accounting — Detail Accounting Tab
The Detail Accounting tab contains decentralized Chart of Accounts elements that associated the usage

charges to a grant or project and other Chart of Accounts elements as appropriate.

Uzage Information | Fund Accounting

Detail Accounting

Location:

Sub Location:
Activity:

Sub Activity:
Function:

122011

Sub Function:

[ [ [

L4

Sub Task:

Reporting:

Sub Reporting:

Task:

Task Order:

ADhdIR

DIROFF

B B & &

4| Major Program: AZEXP

Program:
Phase: EpG

Program Period: 2015

LOOPTO7-B1

&
&
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8.4. Internal Costing Usage Transaction Data Entry

Each ICT document component requires information and/or verification. This topic describes the data
entry requirements for ICT documents. To create an ICT document, use the Document Catalog.

Internal Costing Usage Transaction Header

The ICT document opens to the Header component, General Information tab. All fields in this
component are optional. Refer to department procedure.

Internal Costing Usage Transaction Accounting

The Accounting component captures all pertinent information about the memo costs recorded on the
ICT document.

Note: The rates for labor, equipment, and materials must first be set up on the Internal Cost Rate (INCR)
table. Each rate is defined by Fiscal Year, Department, and a corresponding Usage Class. The mileage
rate is established on the System Options (SOPT) page.

Internal Costing Usage Transaction Accounting — Usage Information Tab

(EET R E (M Fund Accounting | Detail Accounting

Event Type: |o01 4 Budget FY: 2015

=

Accounting Template: i Fiscal Year: 2015
Line Description: pp |_abaor Period: 4
Quertime Labor Units: 000000

= Employee Benefits Multiplier | Benefits Multiplisr 1

Type:
Usage Type: | Labor
Equipment ID: 4
Usage Group: Labor
Equipment Class: 4
Regular Labor/Usage Units: 20 00000
Unit of Measure: ﬁ Equipment Description:
Rate Categorny: | Standard
Usage From: 1072072014 i)
Materials Testing Class: i
Usage To: 10/24/2014 i)
Materials Testing Department:
Employee ID: pTASETS g 7ep
Employee Class: py i Materials Testing Program:

First Hame: Quinn

Key fields in the Usage Information tab are:

= Event Type - The default entry of ICO1 will be inferred when the record is saved

= Usage Type - Records the type of usage that is being captured: Labor, Mileage, or Equipment (ID
Required or ID Optional)
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Usage Group - Inferred from the entry in the Usage Type field. The Usage Group drives the edits,
updates, and inferences on this document. See Table 5 for the required fields for each Usage
Group

Regular Labor/Usage Units - The units of work performed for costing. For example, the number
of hours worked or the number of miles driven

Usage From and Usage To - The beginning and ending dates for the usage entered on the
Accounting line

Employee ID, First Name, Last Name - Identify the employee associated with the internal costs
Overtime Labor Units - Enter the number of overtime hours worked

Employee Benefits Multiplier Type - Used to calculate employee benefits for the Accounting
line. Defaults to Benefits Multiplier 1

Equipment ID - Optional field to specifically identify a piece of equipment
Equipment Class - Identifies the type of equipment used

Equipment Description - Inferred from Equipment ID if entered. Must be manually entered if
Equipment ID field is blank

Note: At this time, the State is not using the Materials Testing Class, Materials Testing Department, and

Materials Testing Program fields.

Table 5 identifies the required and optional fields on the ICT document by the Usage Group.

Table 5: ICT Required Fields by Usage Group

Usage Group | Required Fields Optional Fields

Labor

Employee ID, Employee Class, First Name, Last Name, Middle Name,
Full Name (system generated), Regular Labor/Usage Overtime Labor Units
Units, Employee Benefits Multiplier Type

Mileage

Employee ID, Employee Class, First Name, Last Name, Middle Name
Full Name (system generated)

Equipment (ID Equipment ID, Equipment Class, Equipment

Required) Description, Rate Category
Equipment (ID Equipment Class, Equipment Description, Rate Equipment ID
Optional) Category

Modifying the ICT Document

If the transaction entered on the ICT must be changed after the ICT document is processed to Final

Phase, there are two options:
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= |f the Internal Cost Process Date and the Internal Cost Charge Generation Date fields are
populated on ICJ page for the transaction, the original ICT document may no longer be modified.
Instead, if usage must be corrected, a new ICT record is created for the amount of change
(negative amounts are allowed on the ICT) followed by a new entry with the correct codes

Reimbursement for Internal Costing Transactions

The charges generated by Internal Costing may be billed as part of the automated reimbursement
process. This reimbursement is different from the revenue postings created by the Internal Costing
process:

= Internal Costing will generate revenue for the equipment owner and charge the project that
used the equipment for work on a capital project

= The capital project that was charged for equipment use include the usage costs along with other
project costs on a drawdown request to the funding source. For these projects, billing for the
charges posted from Internal Costing is no different from any other Reimbursement

8.5. Entering an Internal Costing Usage Transaction Document

The ICT document is used to enter memo costs in AFIS related to labor hours, equipment use, or another
non-financial element to which a rate is applied.

AcTiviTy 8.5
Create an ICT Document

Scenario
Complete an ICT document to process the internal costs.

Setup
v' User is logged in to the AFIS Home Page.
v" The Major Program, Program, Program Period, and Budget for AZ Expressway Project have been
established.
v Entries for labor and mileage are established on INCR and SOPT.

Steps
A. Create an ICT document from the Document Catalog.

1. Onthe Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create to switch to Create mode.

In the Code field, enter ICT.

In the Dept field, enter the data from your student data card.
In the Unit field, enter the data from your student data card.

o vk wnN
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7.
8.

In the ID field, enter XXX ICT where XXX represent the department from your student data card.
Click Create. The ICT document opens on Header component.

B. Complete the General Information tab in the Header component of the ICT.

1.

When the ICT document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.

In the Document Name field, enter PM Labor and Mileage.

In the Document Description field, enter AZ Expressway PM Labor and Mileage.

C. Complete an Accounting Line for the project manager labor hours for the previous week.

213

1.

Nous~wDN

10.
11.
12.
13.

To navigate within a document, you can either click the component name at the bottom of the
document, or use the Document Navigator panel. In this training, you will use the Document
Navigator. If necessary, click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

On the Document Navigator, click Accounting.

Click Insert New Line.

In the Line Description field, enter PM Labor.

From the Usage Type drop down list, select Labor.

In the Regular Labor/Usage Units field, enter 20.

In the Usage From field, click the Show Calendar icon and select the date for Monday of the last
week.

In the Usage To field, click the Show Calendar icon and select the date for Friday of the last
week.

In the Employee ID field, enter XXX5678 where XXX represents the department from your
student data card.

In the Employee Class field, enter PM.

In the First Name field, enter your first name.

In the Last Name field, enter your last name.

Click Save. The Full Name field is auto populated with FirstName LastName.

[Usage (N GEN M Fund Accounting | Detail Accounting

Event Type: o071 3 Budget FY:

Accounting Template: a Figcal Year:

Line Description: P Labor Period:

Overtime Labor Units: | 0.00000

Benefits hultiplier 1+

Type:
Usage Type: Labor -
Equipment ID: i
Usage Group: Labor

. Equipment Class: i
Regular Labor/Usage Units: | 20.00000 =

Unit of Measure: 3 Equipment Description:

Rate Category: Standard -

Usage From: |02/09,2015 B i
Materials Testing Class: 4
Usage To: 02432015 ez “ =

Employee ID: | 1025678 Materials Testing Department:

Employee Class: Fhi 3 Materials Testing Program:
First Hame: | ally
Middle Hame:

Last Hame: Jones

Full Hame:  Sally Jones
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Click the Fund Accounting tab.

In the Object field, enter 6011.

In the Dept field, enter the data from your student data card.

Click the Detail Accounting tab.

In the Function field, enter the data from your student data card.

In the Program field, enter the Program code you created in Activity 5.5.
Click Save.

D. Complete an Accounting Line for the project manager mileage for the previous week.

1.

© 0N U AW

10.

In the Accounting Line grid, click the Copy Line icon.

Accounting Line Usage Type Usage Class Regular LaborUsage Units
1 Labar P 20 00000 i}
From 1 to 1 Total: 1 Go to line: Go | \b

Click Insert Copied Line. A second line is displayed in the grid and fields in the Accounting
component display the values copied from Accounting Line 1.

Click the Usage Information tab.

In the Line Description field, remove PM Labor and enter PM Mileage.

From the Usage Type drop down list, select Mileage.

In the Regular Labor/Usage Units field, enter 55.

In the Overtime Labor Units field, remove 0.00000. For mileage, this field remains blank.
Click the Fund Accounting tab.

In the Object field, remove 6011 and enter 6516.

Click Save.

E. Validate and submit the ICT document, then click Close and return to the Home Page.

1.

8.6.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: "Document validated successfully."

Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: "Document
submitted successfully."

Click Close.

Click Home on the Primary Navigation Panel to return to the Home Page.

Researching Internal Costing Usage Transaction Documents

When ICT documents are processed to Final Phase, the usage information is posted to the Internal

Costing Journal (I1CJ) page, waiting processing by the automated Internal Costing Process. This table is an

inquiry only table. Upon ICT document submission, a new entry is created on the Internal Costing

Journal for each accounting line on the ICT document. An ICT document modification updates the

corresponding record on ICJ and an ICT document cancellation deletes the corresponding ICJ record.
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The ICJ is also updated by the Internal Costing Process with the dates each process is completed for the
ICT transaction.

Internal Costing Journal

Fiscal Year Department Unit Usage Type Employee D Usage Class

- 2015 102 0102 Lakor 1025675 Fra
2015 102 0102 Milesge 1025678 Pha
First Prev hext Last

Search Bk

= Usage Information

Record Date @ o0 7201 s Last Hame @ |-res
Usage From : go092015 Full Hame @ =1y Jones
Usage To X g2M 32015 Overtime Labor Units @ g gooon
Budget FY : o045 Emp. Benefits Multiplier TVDEe ! Benefits Multiplier 1
Fiscal Year : o135 Equipment ID :
Accounting Period :© 5 Equipment Class :
Usage Type : | ghor Equipment Description :
Usage Group : | gphor Rate Category © Siandard
Unit of Measure : Materials Testing Class :
Regular LaborUsage Units @ o0 ooooo Materials Testing Department :
Employee 1D : q2s5575 Materials Testing Program :

Employee Class @ ppy
First Hame : =,
Middle Hame :

AcCTIVITY 8.6
Research an ICT Document

Scenario
Navigate to the Internal Cost Journal (I1CJ) to view the impact of the ICT document.

Setup
v User is logged in to the AFIS Home Page.
v" The Major Program, Program, Program Period, and Budget for AZ Expressway Project have been
established.
v The ICT document has been submitted to Final Phase.

Steps

A. Navigate to the ICJ page and search for records from your Internal Costing Usage Transaction
document.

1. Inthe Jump to field, enter ICJ.
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Click Go. The ICJ page opens and a Search window is displayed.

In the Record Date field, click the Show Calendar icon and select today’s date.

In the Document Code field, enter ICT.

In the Document ID field, enter XXX ICT where XXX represents the department from your
student data card.

Click Ok. The records created from your ICT document are displayed in the grid.

Internal Costing Journal

Fiscal Year Department Unit Usage Type EmployeeID Usane Class
~ 2mMs 102 0102 Labor 1025675 Pt
2mMs 102 0102 Milesge 1025675 Phi
First Prewv Mext Last

Search #k
+ Usage Information

Record Date : g2y 72015 Last Hame : ;=
Usage From @ g2000015 FullHame : gy Jones
Usage To: g2/ 372015 Quertime Labor Units : q oooon
Budget FY : o153 Emp. Benefits Multiplier Tvpe : geneiits Muttiplier 1
Fiscal Year : o135 Equipment 1D :
Accounting Period : 5 Equipment Class :
Usage Tvpe : | sphor Equipment Description :
Usage Group : | opor Rate Category: —jonodard
Unit of Measure : Materials Testing Class :
Regular LaborUsage Units @ oq nooon Materials Testing Department :
Employee ID : qp25575 Materials Testing Program :

Employee Class : ppy
First Hame : <),

Middle Hame :

B. View the records entered on the ICJ page from your Internal Costing Usage Transaction document,
then return to the Home Page.

1.
2.
3.

Click the Expand All icon to expand all of the components on the page.
Scroll down to the Cost Information component.
Notice the fields are empty because the Internal Costing Process has not yet processed this

record.
w Cost Information
Standard Salary: g Standard Cost: [
Standard Employee Benefits : ;g Fized Cost: op

Scroll down to the Cost Processing Dates component.
Notice the fields are empty because the Internal Costing Process has not yet processed this
record.

= Cost Processing Dates
Internal Cost Process Date :
Internal Cost Charge Generation Date :
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6. Inthe General Information component, notice that the ICT document you created is referenced
in this component.

= General Information

Document Code @ -7 Sequence Humber : of
Document Department : 12 Accounting Line :
Document ID X qq2 c7 Ling Description : ppy | ghor

7. Scroll to the top of the page.

8. Select the second line in the grid.

9. Review the information for the second record created from your ICT document.
10. To return to the Home Page, click Home in the Primary Navigation Panel.

8.7. The Internal Costing Process

After the ICT document is processed to Final Phase and posted to the ICJ, the Internal Costing Process
may be run to calculate costs and create Charge Transaction (CH) documents to record those costs to
the department that benefited from the work. Optionally, the process can create entries to record
revenue or expenditure reductions to the department that performed the work. When an entry on ICJ is
processed, the date of the automated process is entered on the ICJ in the Internal Cost Process Date
field and the creation date of the CH document is entered in the Internal Cost Charge Generation Date
field. This process will be covered in more detail later in this lesson.

State Process Review

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID PA-TB-004 and represented by Figure 14 below.

1. The GAO schedules the periodic execution of the Internal Costing Process based upon GAO and
department requirements. Appropriate parameters for execution of the process will be setup
before execution.

2. The GAO executes the Internal Cost job to calculate standard and fixed costs for various usage
types, and to generate Charge Transaction (CH) documents to record those costs in the system.
This process extracts the labor, mileage, and equipment usage data collected on ICT documents
from the ICJ table and uses the data to generate the CH documents to record the memo costs.

3.  When the Internal Costing process is executed, the CH documents are created, loaded, and
submitted through this process. When finalized, these CH documents update the Cost Journal. If
there are CH documents generated with errors, the documents are reviewed by the responsible
department and corrected and resubmitted. System generated documents by-pass the
workflow process unless manually modified by a user before they are submitted or when
rejected documents are corrected.
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4, Rejected CH documents will be researched and corre3cted by the responsible department in
some circumstances. Once corrected, the documents will be validated and submitted, routing
them through workflow for approval.

5. The corrected CH document requires review and approval by the department in some
circumstances. Departmental approval will be configured for the individual departments as
needed. If a document is rejected, it will be set to a draft state allowing department users to
modify or correct the document and resubmit.

6. Rejected CH documents are researched and corrected by the GAO in some circumstances. Once
corrected, the documents will be validated and submitted, routing them through workflow for
approval.

7. The corrected CH document requires review and approval by the GAO in some circumstances. If
a document is rejected, it will be set to a draft state allowing GAO users to modify or correct the
document and resubmit.

8. When the final approval has been applied, the CH document updates the Cost Journal and the
process ends.

Figure 14: The Internal Costing Process — Manually Correcting Rejected CH Documents (PA-TB-
004)

Step3
Charge (CH)

Step 2 Documents
Run the Intemal Submission and
Cost Process Updates to the

Cost Joumnal

Step 1
GAD Schedules
Internal Cost

Process

«€»

Any Rejected C
Documents?

Department
Comrects?

Step 8
Step 6 Step 7 Submission
e e s GAD Corrects the GAD Approved? and Updates

CH Documents Approvers to the Cost
Joumnal

Step 4
Departments
Corrects the CH

Step 7
Department Approved? Yes
Approvers

Documents
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Internal Costing Process

The automated Internal Costing process is a series of jobs that work together to calculate standard and
fixed costs for various Internal Costing Usage Types based on the labor, mileage, and equipment usage
data entered on ICT documents and posted to the ICJ table. The process then generates Charge
Transaction (CH) documents to record those costs in AFIS.

The Internal Costing Process consists of the following jobs:

= Internal Cost Update

= Charge Document XML Generation
= CH Upload

= CH Submit

= CH Exception Report

8.8. Charge Transaction Document

The Charge Transaction (CH) document is used to charge a project or grant for non-financial costs that
are not set up on the Internal Costing pages. These memo entries are eligible for reimbursement. The
CH document may also be used to record collected revenue (including tolls).

State Process Review

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID PA-TB-005 and represented by Figure 15 below.

1. Managers within each department identify the cost structure data elements to which the
Charges or Revenue Credits are to be applied. The CH document structure is used to record
memo costs to cost accounting budgets for such items as Charges and Revenue Credits.

2. The department is responsible for completing the CH document. Additional supporting
information and/or justification documentation may be attached to the CH document. Once
completed, the document will be validated and submitted, routing it through workflow for
approval.

3. The CH document requires review and approval by the department. Departmental approval will
be configured for the individual departments as needed. If a document is rejected, it will be set
to a draft state allowing department users to modify or correct the document and resubmit.

4. When final approval has been applied, the CH document updates the Cost Journal.
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Figure 15: Process of Creating a Charge Transaction (PA-TB-005)

rHo - Approved? ~Yes

 Step1 e

Determination Step 3
'3 made to createa I Department

Charge {CH) i Approvers

Document

Charge Transaction Document Components

The CH document contains three components: Header, Accounting, and Posting.

Charge Transaction Header Component
The Header component records general information about the document. All fields in this component
are optional; refer to department procedure for guidance on completing this component.

Charge Transaction Header — General Information Tab
The General Information tab contains descriptive fields and date information common to most
document headers. It also contains fields that display the Actual, Closed, and Open Amounts of the CH

document.
N syl Extended Description | Document Information

Document Hame: {02 Project Charges i
Record Date: 024172015

Budget FY: 2015
Figcal Year: 2015

Period: 3

Docurnent Description: 102 Project Charges -

Actual Amount: F162.50
Clozed Amount: $0.00
Clo=ed Date:

Open Amount: $162.50

Referenced Amount: $0.00
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Charge Transaction Header — Extended Description Tab
The Extended Description tab contains one large text field for entering a long description of the
document or notes related to the processing of the document.

General Information ESGCERLELTSSwgaii (M Document Information

Extended Description: -

Charge Transaction Header — Document Information Tab
The Document Information tab displays the user ID’s and dates for document creation and modification.

General Information | Extended Description WELIey Gl ik il

Created By: Student2

Created On: 02/20/2015
Modified By: Student2

Modified On: 02/2002015

Charge Transaction Accounting Component
The fields in the Accounting component capture key information about the charge amount, charge class,
and Chart of Accounts information. Each CH document must have at least one Accounting line.

Charge Transaction Accounting — General Information Tab

The General Information tab contains the line amount (amount of the charge), descriptive fields, and
date information. The set of available Event Types in the pick list represent Charge and Revenue Credit
event codes, with CG01 (Record Standard Program Charge) as the default.

Charge Transaction Accounting — Fund Accounting Tab
The Fund Accounting tab contains Chart of Accounts elements that affect budget structures or accounts
that will be updated by the Charge Transaction.

Charge Transaction Accounting — Detail Accounting Tab
The Detail Accounting tab contains decentralized Chart of Accounts elements that associated the usage
charges to a grant or project and other Chart of Accounts elements as appropriate.

Charge Transaction Posting Component

The Posting component shows the accounting impact of the document. It shows values entered on the
other components such as the Chart of Account elements, as well as many values that were not entered
in the other components. No data can be entered into this section; posting lines are generated from the
rest of the document data. Click the eye icon to expand the posting details.
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The Posting component will only show the posting lines for one Accounting Line at a time. To see the
Posting Lines for a different Accounting Line, click on the Accounting component, select another
Accounting Line, and then click the Posting component.

Posting TotalLines: 2 Posting Line: 1 =) ]
-
Line Function Debit Posting Debit Posting Hame Debit Amount
Credit Posting Credit Posting Hame Credit Amount
q N —— Co01 Std Charge F112.50
on-Stancdar $0.00
2 Mon-Standard Lnlny | Std Charge 3750
$0.00
From 1 o 2 Tatal: 2

Charge Transaction Data Entry

Each CH document component requires information and/or verification. This topic describes the data
entry requirements for CH documents. To create a CH document, use the Document Catalog.

Charge Transaction Header
The CH document opens to the Header component, General Information tab. All fields in this
component are optional. Refer to department procedure.

Charge Transaction Accounting
A new accounting line must be created by first clicking the Insert New Line button. Multiple Accounting
lines are allowed on a CH.

Charge Transaction Accounting — General Information tab
The following fields on the General Information tab require information:

= Event Type - The Event Type field provides key information on the type of charge. The most
commonly used Event Types are:

o CGO01 - Record Standard Program Charge (eligible for the Overhead Rate Process). This is the
default Event Type

o CGO03 - Record Revenue Credit (eligible for the Overhead Rate Process)

o CG10 - Record Standard Program Charge (not eligible for the Overhead Rate Process)

= Line Amount - The Line Amount is a required field. It may either be manually populated with the
amount to be charged, or it may be calculated by AFIS based on entries in the Charge Class and
Charge Units fields

= Charge Class - The Charge Class field defines a standard rate for a type of indirect expense. You
use a Charge Class as an alternate method for calculating the value of Line Amount field. The
Charge Class and Charge Units fields may be used to enter charges with standard rates. AFIS
calculates the total charges by multiplying the values in the two fields; then populates the Line
Amount field with the calculated value

=  Charge Unit - Identifies the number of units that should be charged for the Charge Class

Note: The Charge Class defines a standard rate for a type of indirect expense and is established on the
Charge Class (CHCLS) page.
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Accounting TotalLines: 2 Accounting Line: 1 _Line Amaunt: §150.00 =]
Accounting Line Line Amount Line Open Amount Line Closed Amount Referenced Line Amount Event Type
1 $150.00 §15000 $0.00 F0.00 CG0
2 #1250 1250 $0.00 $0.00 Com
From 1 ta 2 Total: 2 Goto line: Go
= List Yiew
CENE RGOl Reference | Special Reference | Fund Accounting | Detail Accounting n
Event Type: o0 ﬁl Budget FY: 2015
Accounting Template: ﬁl Fiscal Year: 2015
Line Description:  Payral additive indirect expense Period: [
Charge Class: &
Charge Class Rate:
Line Amount: $150.00 Charge Units:
Line Closed Amount: $0.00 Performance Unit:

Line Closed Date:
Line Open Amount: §150.00

Referenced Line Amount: $0.00

Charge Transaction Accounting — Fund Accounting tab
The Fund Accounting tab contains Chart of Accounts elements that define the budget structure or
account that will be updated by the CH document.

Charge Transaction Accounting — Detail Accounting Tab
The Detail Accounting tab contains decentralized Chart of Accounts elements that associated the usage
charges to a grant or project and other Chart of Accounts elements as appropriate.

Charge Transaction Posting
CH Posting lines will automatically be populated with information based on the information in the other
sections. The information on the CH Posting lines cannot be modified.

Entering a Charge Transaction

It may be necessary to manually create a Charge Transaction (CH) document to charge a project or grant
for costs that are not set up on the Internal Costing pages. In addition, the CH document may be used
for specialized purposes. Examples of situations that might require manual creation of a CH document
are:

= Record a Revenue Credit or Program income to reduce the draw down request amount

= Record as a memo entry the 'in-kind' value (e.g., non-cash match) as part of grant activity

= Capture statistical and other non-accounting information
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AcCTIVITY 8.8

Create a CH Document

Scenario
Charges must be manually entered to record payroll additive indirect expenses in AFIS. Complete a CH

document to associate these transactions with your project.

Setup

v' User is logged in to the AFIS Home Page.

v" An entry has been made on the Charge Class page.

Steps

A. Navigate to the Document Catalog and initiate a new CH document.

1.

Nous~wbN

On the Secondary Navigation Panel, click Search.

Click Document Catalog.

Click Create to switch to Create mode.

In the Code field, enter CH.

In the Dept field, enter the data from your student data card.

In the ID field, enter XXXCH where XXX represents the department from your student data card.
Click Create. The CH document opens and the Header component is displayed.

B. Complete the Header component of the CH document.

1.

When the CH document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.

In the Document Name field, enter XXX Project Charges where XXX represents the department
from your student data card.

In the Document Description, enter XXX Project Charges where XXX represents the department
from your student data card.

C. Complete an Accounting line using a manually entered charge.

1.

vk wN

To navigate within a document, you can either click the component name at the bottom of the
document, or use the Document Navigator panel. In this training, you will use the Document
Navigator. If necessary, click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

On the Document Navigator, click Accounting.

Click Insert New Line.

In the Line Description field, enter Payroll additive indirect expense.

In the Line Amount field, enter 150.
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6.
7.
8.

9.

LN EIR I yGu G Feference | Special Reference | Fund Accounting

Event Type: i
Accounting Template: i
Line Description: | Psyroll additive indirect expenzse =

Line Amount: 1350

Click the Fund Accounting tab.
In the Object field, enter 9102.
In the Department field, enter the data from your student data card.

General Information | Reference | Special Reference Detail Accounting
Fund: i Department: 102 i
Sub Fund: 4| Unit: 4|
Object: | 9102 4| Sub Unit: 4|
Sub Object: 4 Appr Unit: 4|
Revenue: 4| BSA: 4|
Sub Revenue: 4| Sub BSA: 4|

Click the Detail Accounting tab.

10. In the Function field, enter the data from your student data card.

11. In the Program field, enter the Program code you created in Activity 5.5.

12. Click Save.
General Information | Reference | Special Reference | Fund Accounting
Location: ﬁ Reporting: ﬁ Major Program:
Sub Location: | Sub Reporting: | Program: | 102PROGRAM
Activity: 4 Task: a&| Ehases 2|
Sub Activity: | Sub Task: 4 Program Period: |
Function: 1025205 A Task Order: 4|
Sub Function: ﬁ

[

Complete an Accounting line using entries in the Charge Class and Charge Units fields.

W oo NOU R WDNPR

In the Accounting grid, click the Copy Line button.

Click Insert Copied Line.

Click the General Information tab.

In the Line Description field, remove the copied entry and enter Toll Fees.

In the Line Amount field, remove the copied entry and leave this field blank.
From the Charge Class pick list, select TOLL.

In the Charge Units field, enter 10.

Click Save.

Notice that the Line Amount and the Charge Class Rate fields are auto populated.




E.

AFIS | Cost Accounting

LN ETE R g R Dl Feference | Special Reference | Fund Accounting | Detail Accounting

Event Type: | CGO1 4 Budget FY:
Accounting Template: i Fiscal Year:
Line Description: | Toll Fees Period:
Charge Class: | TOLL ﬁ
= Charge Class Rate: |§1 .25
Line Amount: | §12.50 Charge Units: | 10.00
Line Closed Amount: §0.00 Performance Unit:

Line Closed Date:

Line Open Amount: §12.50

Referenced Line Amount: §0.00

10. Click the Fund Accounting tab.
11. Review the copied entries.

12. Click the Detail Accounting tab.
13. Review the copied entries.

Validate and submit the CH document, then click Close, and return to the Home Page.

1.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: "Document validated successfully."

Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: "Document
submitted successfully."

Click Close.

To return to the Home Page, click Home in the Primary Navigation Panel.

Verify charges in Cost Journal Inquiry (JCA)

vk wnN

7.

In the Jump to field, enter JCA.

Click Go. The JCA page opens and a Search window is displayed.

In the Doc Record Date field, click the Show Calendar icon and select today’s date.

In the Document Code field, enter CH.

In the Document ID field, enter XXXCH where XXX represents the department from your student
data card.

Click Ok. The records created from your ICT document are displayed in the grid.

Cost Accounting Journal

Run Time Document Doc Posting Line Debit/Credit Posting Amount

~ 0282015 CHAOZ A02CH ] 2 D F37.50
02M8201s CHAOZ A0TH A 1 [n] F112.50
02M&201s CHAOZ A02CH A 2 D Filz2
02MG201s CHAOZ A0CH A 1 =) F9.55

Click the Expand All icon to expand all of the components on the page and review the fields on
the inquiry page.
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8. Click Home on the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

= Created an Internal Costing Usage Transaction (ICT) document
= Reviewed records posted on the Internal Costing Journal (ICJ) page
= Described the Internal Costing Process

= Created a Charge Transaction (CH) document

Check Your Progress

1. Internal costs are charged to a project or a grant on a _ document.

a. Internal Costing Usage Transaction
b. Charge Transaction
c. Botha.andb.

2. The units of usage for labor, mileage, and equipment are recorded on a document.
a. Internal Costing Usage Transaction
b. Charge Transaction
c. General Accounting Expenditure
d. None of the above

3. Internal Costs may be manually updated on the Internal Costing Journal.

a. True
b. False

4. The Internal Costing Process calculates costs based on the usage data posted to the Internal Costing

Journal.
a. True
b. False

5. The Charge Transaction document is generated

a. Manually
b. By the Internal Costing Process
c. Both manually and by the Internal Costing Process
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9. PROIJECT REVENUE

Learning Objectives

In this lesson, you will:

= Define the purpose of the Receivable (RE) and Cash Receipt (CR) documents

= Create a Receivable (RE) document to manually record the request for project revenue
(drawdown request) in AFIS

= Create a Cash Receipt (CR) document to manually record the receipt of project revenue in AFIS
by using the Copy Forward function from the Receivable (RE) document

= View the impact of the receipt of revenue on the budget inquiry page

Lesson Overview

A Receivable (RE) document is used to record a request for project or grant revenue in AFIS. This
represents the drawdown request from the funding source. The Cash Receipt (CR) document is used to
record the receipt of revenue in AFIS. The AFIS automated reimbursement process systematically
generates an RE and/or a CR document, if a project or grant is setup with a reimbursement budget
structure and a Funding Profile. The automated reimbursement process is a three step process: (1)
identifies financial transactions eligible for reimbursement; (2) calculates the reimbursement amounts;
and (3) based on settings on the Funding Line, generates a Receivable and/or a Cash Receipt document.

The RE and CR documents can be manually created for projects or grants not using the automated
reimbursement process. In this case, the CR document is normally generated from the RE document,
using the Copy Forward feature. A CR document may also be manually created when revenue is received
without prior creation of an RE document.

Billed and collected revenue are displayed on the budget inquiry pages in the Revenue Actuals
component.

9.1. Record a Project Receivable

An important process in the lifecycle of a project or grant is to generate a drawdown request to seek
reimbursement from external agencies for project and grant activities performed by the State. The
amount of the drawdown may be systematically calculated by AFIS as a part of the automated
reimbursement process. A drawdown request calculated manually outside of AFIS is entered in the
system by creating a Receivable (RE) document. Revenues are recognized at the time a Receivable (RE)
document is recorded.
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Receivable (RE) Document

Header Component

The Header component stores values that apply to the entire RE document. The General Information tab
contains descriptive fields, along with date information common to most document headers. It also
shows the total amount of the document, the closed amount, and dispute information.

Vendor Component
Creating an RE document requires a valid and active Vendor/Customer code from the VCUST table. The
Customer code determines who is being billed by the RE document.

In the Vendor section, the General Information tab contains the name, billing profile, and address
information of the customer, as well as the AR Department and Unit information.

Accounting Component

The Accounting component records the Chart of Accounts information used when posting the document
to the ledgers and performs updates to the applicable budgets. One RE document can contain one or
more Accounting lines. Users must click Insert New Line before entering information into the Accounting
component.

Posting Component

The Posting component displays the accounting impact of the RE document. No data can be entered
into the Posting section; Posting lines are generated from the rest of the document data. Users can click
the Eye icon to expand the posting details.

Each Accounting line entered into the Accounting section has its own Posting line(s). The Posting section
will only display the Posting lines for one Accounting line at a time.

AcTiviTy 9.1
Create an RE Document

Scenario

You are ready to submit a drawdown request to seek reimbursement for project activities. Although this
project has been setup to utilize the automated reimbursement process, for instructional purposes, you
will manually create an RE document to record the drawdown request in AFIS.

Setup
v' User is logged in to the AFIS Home Page.
v' The Major Program, Program, Program Period, and Budget for the AZ Expressway Project have
been established.
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Steps

A. Navigate to the Document Catalog to initiate a Receivable (RE) document for the AZ Expressway
Project.
1. On the Secondary Navigation Panel, click Search.

2.

Click Document Catalog.

A. Enter information in the Document Catalog.

ok wnN PR

Click Create to switch to Create mode.

In the Code field, enter RE.

In the Dept field, enter the data from your student data card.

In the Unit field, enter the data from your student data card.

In the Other Options component, check the Auto Numbering check box.
Click Create. The RE document opens on Header component.

B. Complete the General Information tab on the Header component of the RE.

1.

When the RE document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.

In the Document Name field, enter XXX Fed Draw where XXX represents the department from

your student data card.

In the Document Description field, enter XXX Fed Draw where XXX represents the department

from your student data card.

C. Complete the General Information tab on the Vendor component of the RE document.

1.

5.

To navigate within a document, you can either click the component name at the bottom of the
document, or use the Document Navigator panel. In this training, you will use the Document
Navigator. If necessary, click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

On the Document Navigator, click Vendor.

In the Vendor Customer field, enter FEDAGCY0006.

In the Billing Profile field, enter COST.

Document Havigator [ : ; I Total Li
Header
Document Yendor Line Humber VYendor Cus|
VYendor
1
Accourting
From 1 to 1 Total: 1
Pozting

(LR W sl Filling F Collection Infarmation

Vendor Customer: |FEDAGCYI0006 A

—

Billing Profile: | COST 4

[

Click Save. Vendor information is auto populated from the Vendor Customer record.

D. Complete the General Information tab on the Accounting component of the RE document.
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231

On the Document Navigator, click Accounting.
Click Insert New Line.
3. Inthe Line Amount field, enter 1500. This is the amount of the drawdown request.

Documnent Havigator [ : . o

Header

Accounting Line Line Amount
Wendor g

1]
Accounting

Fram 1 to 1 Total: 1
Pozting romite =

LN s g Feference | Fund Accounting | Detail Ac

Event Type:

B [

Line Type:

Line Type Hame:

Accounting |
Template:

Line Description: -

Line Amount: | 1500

Line Closed Amount: $0.00

Complete the Fund Accounting tab on the Accounting component of the RE document.

General Information | Reference (@ETGLETEROTNTE Detail Accounting || Additional Information || Extended Description

Fund: 9002 ﬁl Department: {02 | OBSA:
Sub Fund: 4| Unit: | 0102 A | Sub OBSA:
Object: | Sub Unit: | Dept Object:
Sub Object: ﬁl Appr Unit: | 1020000 ﬁl Dept Revenue:
Revenue: 4211 ﬁ | BSA: ﬁ |
Sub Revenue: | Sub BSA: |

SR

Click the Funding Accounting tab.

In the Fund field, enter the data from your student data card.

In the Revenue field, enter 4211.

In the Department field, enter the data from your student data card.
In the Unit field, enter the data from your student data card.

In the Appr Unit field, enter the data from your student data card.

AN

Complete the Detail Accounting tab in the Accounting component of the RE document.
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General Infarmation | Reference | Fund Accounting Additional Infarmation | Extended Description ﬂ
Location: ﬁ Reporting: ﬁ Major Program:
Sub Location: ﬁ Sub Reporting: i Program: |102PROGRAM ﬁ
Activity: 4 Task: A Phase: i »
Sub Activity: 4 Sub Task: 4k hrogramiBeriod: iLr
Function: 1025205 ﬁ Task Order: ﬁ
Sub Function: ﬁ

1. Click the Detail Accounting tab.
2. Inthe Function field, enter the data from your student data card.
3. Inthe Program field, enter the Program you created in Activity 5.5.

Note: The COA information inferred by a Function code will vary based on department policy.

G. Validate and submit the RE document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: "Document validated successfully."

2. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: "Document
submitted successfully."

232



AFIS | Cost Accounting

H. View the fields that are auto populated by AFIS, then click Close, and return to the Home Page.

1. On the Detail Accounting tab of the Accounting component, notice that the Major Program and
Program Period fields have been populated.

General Information | Reference | Fund Accounting Additional Information | Extended Description
Location: ﬁ. Reporting: ﬁn Major Program: 102MP
Sub Location: ﬁ. Sub Reporting: ﬁ. Program: 1 (2PROGRAM ﬁ'
Activity: ﬁ. Task: 102000 ﬁ. Phase: o0
Sub Activity: | Sub Task: 937654 | Program Period: 10215 &
Function: 1g25205 ﬁ. Task Order: ﬁ.
Sub Function: |

2. Click the General Information tab.
Notice the Event Type defaulted to ARO1 (Bill Earned Revenue) and the Line Type defaulted to
A. The Event Type and Line Type provide accounting instructions to AFIS.

I DG Feference | Fund Accounting | Detail Accoonting

Event Type: ARO9 |
Line Type: 2 i'

Line Type Hame: Principal

4. Onthe Document Navigator, click Header.
5. Inthe General Information tab, notice that the Record Date, Budget FY, Fiscal Year, and Period
fields are populated. The Actual Amount field is populated with the drawdown amount of

$1500.
Document Havigator [x] Head
Header
Wendor
Aecouniing Additional Amounts | Additional Dates
Pozting
Document Hame: 102 Fed Draw T
Record Date: 20772015 B
Budget FY: 2015
Fiscal Year: 2015
Period: 5
Document Description: 102 Fed Draw 3
Actual Amount: §1,500.00
Closed Amount: $0.00
Closed Date:
6. Click Close.

7. Click Home on the Primary Navigation Panel to return to the Home Page.
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9.2. Receive Project Revenue

An important process in the lifecycle of a project or grant is the receipt of reimbursement for supplies
purchased or services provided to accomplish project and grant activities. In AFIS, the Cash Receipt (CR)
document is utilized to record receipt of this revenue. The CR document is generated by AFIS for
projects and grants utilizing the automated reimbursement process.

When the funding source has been billed with an invoice and funds have been received as a result of the
invoice, a Cash Receipt (CR) document is entered with reference to the RE document. The CR liquidates
the referenced amount on the RE.

Multiple RE documents can be referenced on a CR allowing the deposit amount to equal the cash receipt
total. The Auto Apply functionality allows users to easily add multiple accounting lines. A CR document
can also be manually created, when revenue is received without prior creation of an RE document.
Please refer to the Accounts Receivable course for more detailed information on RE creation and
processing.

Cash Receipt (CR) Document

Header Component
Key fields, described below, must be completed in the General Information tab of the Header
component, on the Cash Receipt (CR) document.

=  Bank Account
= Deposit Date
= Payment Type

The Record Date, Budget FY, Fiscal Year, and Period fields are auto populated based on the current date
when the document is submitted to Final Phase. Manual entries may be made if appropriate.

[N CIE I i G Extended Description | Document Infarmation
Document Hame: {02 Fed Draw - Bank Account: g0 ﬁ
Cash Account:
Record Date: g2/ 712015 B
Cash Account Sub:
Budget F¥: 2015
Deposit Ticket:
Fizcal Year: 2015 ~
Deposit Date: 02/17/2015 B
Period: 35
Bank Deposit Date: B
Document Description: {02 Fed Draw
i Date Transmitted for Reconciliation: B
Document Total: $1 50000 Date Transmitted for Audit: B
Actual Amount: $1 ,500.00 L G Ve
Closed Amount: $0.00 Deposit and Bank Categonys &
Closed Date: Payment Type: | Check
Original Amount: $1,500.00 Misclidentifier:
Total Currency: $0.00 Mail Code:
Total Coin: 0.00 EScio &
Total Cash: $0.00 Humber of Checks: 1
Total Check: $1,500.00 Central Statement Customer: i
Total CreditDebit: $0.00 Central Statement BPRO: t
Total EFT: $0.00
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Vendor Component

Most fields in the Vendor component are auto populated from the RE document, when the Copy
Forward function is utilized. This is the preferred method to create an RE document for those projects
and grants not utilizing the automated reimbursement process.

The Auto Apply check box should be checked to allow the payment to be applied in the payment order
indicated on the Billing Profile. See the Accounts Receivable course for additional information.

The Payment Date and Check/EFT Number are manually entered on the Payment Information tab.

Accounting Component
Most fields in the Accounting component are auto populated from the RE document when the Copy
Forward function is utilized.

The Ref Type field on the Reference tab is defaulted to Partial, which indicates that the payment does
not fully liquidate the outstanding Receivable amount. Unless the option is manually changed to Final
the system looks up the outstanding Receivable amount when the Validate button is selected. If the
Receivable is satisfied, the system changes the Ref Type to Final when the document is validated and/or
submitted to Final Phase.

AcCTIVITY 9.2
Create a CR Document

Scenario

A check has been received from the Federal government to reimburse the State for expenditures related
to the AZ Expressway Project, as detailed on the RE document. Use the Copy Forward function to create
a Cash Receipt (CR) document from the Receivable (RE) document created in the previous lesson.

Setup
v' User is logged in to AFIS Home Page.
v' The Major Program, Program, Program Period, and Budget for the AZ Expressway Project have
been established.
v' A Receivables (RE) document has been submitted to Final Phase.
v The revenue has been received.

Steps
A. Navigate to the RE document created in the previous activity.

1. Onthe Secondary Navigation Panel, click Search.
Click Document Catalog.

In the Code field, enter RE.

Click the User Information component to expand it.

vk wN

In the Create User ID field, enter your Learner ID.
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In the Create Date field, click the Show Calendar icon and select the current date.
Click Browse.
In the results grid, click the ID link to navigate to your RE document.

B. Use the Copy Forward function to create a Cash Receipt (CR) document.

1.

vk wN

Click the Copy Forward button in the lower left corner of the RE document. The Copy Forward
window is displayed. Fields in the To Document component are available for data entry.
(i) [ com ] [Bo-comyrommara] [ omet] [ o] [ ocessna =] [vowsow=] [~ [ 3 cose |
In the Doc. Department Code field, enter the data from your student data card.

In the Unit field, enter the data from your student data card.

Check the Auto Numbering check box.

In the Target Doc Code grid, verify that the CR document is checked. This grid allows you to
select the type of document that should be created by the Copy Forward process.

Click OK. The CR document opens and the Header component is displayed.

Copy Forward
From Document
Category: np Doc Dept: 102
Type : pE Doc Unit : g2
Code : pe ID: 201500000238
Select Entire Document = [ Yersion: 4
To Document
Doc. Department Code : 032 Document Id :
Unit Code : gin2 Auto Humbering : [
Target Doc Type Target Doc Code Description
~ CR CR Collect Receivable
WD WD rite-Off Receivable
WD WG Write-Off Receivable - AG
L cL Send Receivable to Collection
First Prew Mext Last
Ok Cancel

C. Complete the General Information tab on the Header component of the CR.

1.

2.

When the CR document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.

To navigate within a document, you can either click the component name at the bottom of the
document, or use the Document Navigator panel. In this training, you will use the Document
Navigator. Click the Open Document Navigator icon (small arrow on left side) to switch to
Document Navigator mode.
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3. Notice the Document Name, Document Description, and Actual Amount fields have been auto
populated from the RE document.
4. Inthe Document Total field, enter 1500.

Document Havigator (S

Header
Sendor
Accounting ~ o
=N N B | Extended Description | Document Info
Posting
Document Hame: | 102 Fed Draw o
Record Date: B
Budget FY:

Fiscal Year:
Period:

Document 102 Fed Draw o
Description: -

Document Total: [1500 ]

Actual Amount: §1,500.00

5. From the Bank Account pick list, select BKO1.
6. Inthe Deposit Date field, click the Show Calendar icon and select the current date.
7. From the Payment Type pick list, select Check.
8. Click Save.
Extended Description | Document Infarmation
Document Hame: | 102 Fed Draw - Bank Account: | BKO1 -
. Cash Account:
Record Date: B
Cash Account Sub:
Budget FY:
Deposit Ticket:
Fiscal Year:
Deposit Date: 0271752015 e
Period:
Bank Deposit Date: =
Document Description: | 102 Fed Draw g
v Date Transmitted for =
Reconciliation:
D anliotar]| #1.500.00 Date Transmitted for Audit: =
Actual Amount: §1,500.00 Method of Deposit: -
Closed Amount: $0.00 Deposit and Bank Categony: ﬁ
Closed Date:
Payment Type: Check -

D. View the information in the General Information tab on the Vendor component of the CR.

1. On the Document Navigator, click Vendor.
2. View the information copied forward from the RE document.
3. Check the Auto Apply check box.
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FPayment Infarmation | Reference Information || Payment Order || Wire Transfer
Vendor Customer: | FEDAGCY 00008 a4 Vendor Contact ID: | PCO03 an
Billing Profile: COsT i Yendor Contact Hame: | nO CORMTACT LISTED
Legal Hame: Departmert of Defense vendor Contact Phone: 000-000-0000
Alias/DBA; vYendor Contact Phone Ext.:
Traveler ID: a Vendor Contact Email:
Misc. Account: [ Fax:
Address Code: | s0001 A Fax Extension:
Address Line 1: | Federal Agency Web Address http:/i
Address Line 2:
City: | Phosnix Reserve Cr Balance: [
State: | a7 Line Amount: | § 50000
zip: |as007 Payment Type: Check -
Countrys | Lisa, Suppress Pend Print: [
County: i Currency: 0

E. Complete the Payment Information tab on the Vendor component of the CR.

1. Click the Payment Information tab.

2. The current date is defaulted in the Payment Date field. If the payment was received on a
different date, enter the actual date the payment was received.

3. Inthe Check/EFT Number field, enter XXX8989 where XXX represents the department from the
student data card.

4. In the Check/EFT Date field, click the Show Calendar icon and select today’s date.

5. Click Save.

General Infarmation Reference Information
Payment Date: | 0251772015 /=
Reason: i
Check/EFT Humber: 1025959
Check/EFT Date: | 0241772015 =

F. View the information on the General Information, Fund Accounting, and Detail Accounting tabs on
the Accounting component of the CR.
1. On the Document Navigator, click Accounting.
2. Click the General Information, Fund Accounting, and Detail Accounting tabs to view the
information copied forward from the RE document.

G. Validate and submit the CR document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: "Document validated successfully."

2. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: "Document
submitted successfully."

H. View the fields on the General Information tab of the Header auto populated by AFIS, then click
Close on the CR and RE documents, and return to the Home Page.
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On the Document Navigator, click Header.

Notice the Record Date, Budget FY, Fiscal Year, Period and Total Check fields are populated.
Click Close on the CR document.

Click Close on the RE document.

vk wnN e

Click Home on the Primary Navigation Panel to return to the Home Page.

9.3. Review the Status of a Cost Accounting Budget

Previously, you saw how project expenditures are displayed in the Expense Actuals component on a
budget inquiry page. The Revenue Actuals component of the budget inquiry page displays
reimbursement activity throughout the lifecycle of the project or grant.

Revenue Actuals

The Revenue Actuals component displays revenue transactions when billed and received.
= Billed Earned Revenue - The total dollar amount of funds that have been billed against a
revenue budget that has met the criteria for being considered earned.

= Collected Earned Revenue - The total dollar amount of funds that have been collected against a
revenue budget.

AFIS calculates and displays the Unrecognized Revenue and Total Revenue.

Now, return to the budget inquiry pages to see how revenue transactions are displayed.

AcTivity 9.3
Review the Status of a Cost Accounting Budget

Scenario
Navigate to the budget inquiry pages to view the impact of the receipt of revenue for the AZ Expressway
Project.

Setup
v' User is logged in to AFIS Home Page.
v' A drawdown request for the AZ Expressway Project has been processed and revenue received.

Steps

A. Navigate to the Budget Structure 38 Level One Budget Inquiry page.

1. Inthe Jump to field, enter BQ38LV1.
2. Click Go. The Major Program Budget page opens and a Search window is displayed.
3. Inthe Department field, enter the data from your student data card.
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4. In the Major Program field, enter XXXMP where XXX represents the department from the
student data card.

5. Click Ok. The budget line for your program is displayed in the grid.

B. Review the impact of the RE and CR documents generated by the automated reimbursement
process on the Revenue Actuals for the AZ Expressway project, then return to the Home Page.

1. Click Revenue Actuals to expand the component.

2. View the Billed Earned Revenue field. This displays the amount requested on a drawdown but
not yet received.
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9.

Click the Magnifying Glass icon to the right of the Billed Earned Revenue field to drill down to
the Detailed Transaction Listing. Notice the RE document that debited the Billed Earned

Revenue field, and the CR that credited the Billed Earned Revenue field.
Detailed Transaction Listing

Doc Code Doc Dept Doc ID Document Identifier Billed Earned Revenue
CR 102 201500000227 CR 102 201500000227 (F1,500.000
~ RE 102 201500000239 RE 102 204500000239 §1,500.00

Click the Document Identifier link to navigate to the RE document that created the Billed Earned
Revenue.

Click the Close button on the RE to return to the Detailed Transaction Listing.

Click OK to return to the budget inquiry page.

Notice the Collected Earned Revenue field. This indicates the revenue that has actually been
collected.

Click the Magnifying Glass icon to the right of the Collected Earned Revenue field to drill down
to the Detailed Transaction Listing. Notice the CR document that has been processed to record
the receipt of reimbursement for the drawdown request.

Click OK to return to the budget inquiry page.

10. Click Home on the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

Defined the purpose of the Receivable (RE) and Cash Receipt (CR) documents
Defined the purpose of the Accrued Receivable (ARE) document

Created a Receivable (RE) document to manually record the request for project revenue
(drawdown request) in AFIS

Created a Cash Receipt (CR) document to manually record the receipt of project revenue in AFIS
by using the Copy Forward function from the Receivable (RE) document

Viewed the impact of the receipt of revenue on the budget inquiry page

Check Your Progress

1.

241

Departments record the request for project revenue (drawdown request) on a document.

a. Revenue (RE) document
b. Receivable (RE) document
c. Request (RE) document

d. None of the above
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An ARE document is used to

a. Record a drawdown request that has not been requested from the funding source (accrued
receivable)

b. Modify a RE document to request additional reimbursement from a funding source
c. Botha.andb.
Departments record the receipt of project revenueona _____ in AFIS.
a. Cash Receipt (CR) document
b. Contract Revenue (CR) document
c. Revenue (RE) document
d. None of the above
A Cash Receipt document must be created by using the Copy Forward function.
a. True
b. False

When reimbursement for a drawdown request is received and the CR document is submitted to
Final Phase, the field on the budget inquiry page is updated.

a. Total Revenue
b. Expected Revenue

c. Collected Earned Revenue
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10. CLOSING A PROGRAM OR PROGRAM COMPONENT

Learning Objectives

In this lesson, you will:

= |dentify the mechanisms available to close a project or grant

= Close a grant

Lesson Overview

Closing a project or grant is defined as the point at which no further transactions are allowed to be
processed for the project or grant. The Active check box in AFIS is used to indicate whether a Chart of
Accounts element is active or inactive. A project or grant element is closed by unchecking the Active
check box on the appropriate cost accounting Chart of Accounts element. The Effective From and
Effective To date fields also control the ability to process transactions for a cost accounting Chart of
Accounts element.

10.1. Close a Program or Program Component

The Active check box and the Effective From and Effective To date fields on various pages restrict
transactions in AFIS.

Active Check Box

The Active check box is found on the Major Program, Program, Program Phase, Program Period, and
Funding Profile pages. No transactions of any kind can be processed for that Chart of Accounts element
if the Active check box is unchecked. This box remains checked on all pages until all transactions for that
project or grant are processed. Then, the Chart of Accounts element is closed by unchecking the Active
check box.

A project or grant is normally closed by unchecking the Active check box on the Program page; however,
this check box may optionally be used on the Program Phase or Program Period pages. This is
appropriate when one Phase of a Program must be closed but other Phases of the Program remain
active; or when one Program Period of a Program must be closed but other Program Periods of the
Program remain active.
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Program Setup

fleny B
Major Effective  Effective Billing
Department Program Hame Program Active From To Agr;:tr:en‘t Reimb Status
~ 102 102PROGRAM 102 Health Improvement Program  102MP Yes 01452015 Allovwed for Reimburzement

First Prew Mext Last  Aftachmerts

Save Undo Delete Insert Copy Paste Search # [
= General Information

‘Department @ 12 £

[t}

Effective From :
*Program : 1 02pROGR AM Effective To:

Auto Generate : [~

*Hame @ 102 Health mprovement Pi Budgeting : [/

*Short Hame : 102 Health Imp

*Major Program : 4qzpp & Reimb Eligible : [
Sub Account : Reclass Exclusion : [~
Site Location : Major Program Effective Start Date :

Program Status : a Major Program Effective End Date :

Billing Agreement Date : g1 150015

Prefix:

Reimb Status : s|owed for Reimbursement -

=
=
=
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Effective From and Effective To Date Fields

The Effective From and Effective To date fields are found on the Major Program, Program, Program
Phase, and Funding Profile pages. The use of the effective date fields is optional.

= The Effective From and Effective To date fields on the Major Program are optional. Refer to
department procedure.

=  The Effective From and Effective To date fields on the Program, Program Phase, and Funding
Profile pages may be used to control the date range that transactions can be posted to the
element. Refer to department procedure.

*Major Program

*Name
*Short Name

Auto Generate :

Prefix :

First Prev Next Last  Attachments

Save Undo Delete Insert Copy Paste Search @B
¥ General Information

*Department : ({5 @ Effective From

i /=
Instructor Effective To B
* MJPRG Active

:
O Budgeting :

Reimb Status : [suspended for Reimbursement | v |
* Major Program for Trainir

* Maj Prog Train

Major Program
Department Major Program Name Active Effective From Effective To Drawdown Group Drawdown Department
v 100 MJPRG Major Program for Training Yes
101 BUDGET Budget UAT Yes
101 FAMJRPROG FAMJRPROG Yes
101 MJPRG Major Program for Training Yes
102 BUDGET Budget UAT Yes

Lesson Summary

In this lesson, you:

= |dentified the mechanisms available to close a project or grant

= Closed a grant

Check Your Progress

1. Project or grant activity can be controlled by unchecking the Active box on the

a. Major Program

b. Program

c. Program Period
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d. Funding Profile
e. All of the above

The Effective From and Effective To date fields can also be used to establish a date range that
transactions are allowed for a cost accounting element.

a. True
b. False

The Effective From and Effective To date fields are required fields because they control activity
against the project or grant.

a. True

b. False
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11. ADDING DECENTRALIZED CHART OF ACCOUNTS
ELEMENTS

Learning Objectives

In this lesson, you will:

= |dentify the Chart of Accounts reference tables that may be updated by departments

= Create an entry on the Program Type table

Lesson Overview

AFIS Chart of Accounts elements are either centralized (State-wide) or decentralized (department-
specific). For those elements that are decentralized, departments have the option of creating
department-specific Chart of Accounts elements to support business needs and reporting. This lesson
identifies the reference tables available to departments and describes how to create new entries on
reference tables.

11.1. AFIS Chart of Accounts Elements

AFIS Chart of Accounts elements are either centralized or decentralized. The centralized Chart of
Accounts elements are standardized for State-wide use and do not vary from one department to
another. Examples of centralized Chart of Accounts elements are Fund, Department, Object, and several
others. An easy way to identify a centralized Chart of Accounts element is to look at an entry on the
reference table. If the table lacks a field to enter the Department, then the Chart of Accounts element is
centralized. See Figure 16 for an example of an entry on the Fund table. Notice the Department field is
not included, which indicates this is a centralized table.
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Figure 16: Sample Entry on the Fund Table

Fund

Fiscal Year Fund Hame
s 2015 1000 GEMERAL FUND Yes

First Prew Mext Last

Save Undo Delete Insert Copy Paste  Search
= General Information
*Fiscal Year : 215 A
*Fund : 100

*Hame : GENERAL FUND

*Short Hame : GENERAL FLIND

*Bank : glo1
‘EFT Bank : ggq

*Master Bank : g:q

F0.00

[ | |

F¥ Beginning Balance :

Debt 1D :

Active FEffective From Effective To

Effective From:

Effective To :

Active :

Budgeting :

Component Unit :

Pool Fund :

Major Fund :

General Capital Assets (GCA) Fund :

A Responsibility Center Posting :
Allow Override of Responsibility Center Posting :
Allow Hegative Investment Balance :

Fized Asset Intent Fund :

<l =

=) X =) =1 7] 7

| -

[ E

In contrast, a decentralized Chart of Accounts element will always have a field on the corresponding

reference table to enter the Department code. Examples of decentralized Chart of Accounts elements

are Major Program, Program, Activity, Location, and several others. See Figure 17 for an example of an

entry on the Program Period table. Notice the Department field is included, which indicates this is a

decentralized table.

Figure 17: Sample Entry on the Program Period Table

Program Period
blenu
- Program Program Total
Department P:ﬂ?l—a rarm Period P_g_:;rir::'l Period Inf PB‘::I‘:E::TTD Reimb Status Clearance
Hrogram Sequence —_ From Percentage
~ 102 102MP 1 10215 02001 201 5 02872016 Allowed for Reimbursement 0.00
First Prese RMext Last  Attachiments
Save Undo Delste Insert Copy Paste Search @ B
# General Information
“‘Department : {2 A *Program Period Inf From : g2,04 2015 =
*Major Program: qq2pp A “Program Period Inf To : g2 72015 B
*Major Program Hame : g2 cpant Active : [
*Program Period Sequence : 4 Budgeting : [
“Program Period : 40315 Reimb Status : ajlowed for Reimbursement
*Program Period Hame : 102 Health Imgr Major Program Effective Start Date :
*Short Hame : [oH) Major Program Effective End Date :
Total Clearance Percentage @ ggn

| |m)
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Decentralized Cost Accounting Chart of Account Elements

All of the cost accounting Chart of Accounts elements are department-specific. This means that each
entry made on a table to create a cost structure includes a Department code. In addition, some of the
tables used to create Major Program and Program rollups are also decentralized. A complete list of all
cost accounting reference tables that are decentralized is as follows:

=  Major Program

o Major Program Type (Rollup)
o Major Program Group (Rollup)

=  Program

o Program Type (Rollup)
o Program Group (Rollup)

=  Funding Profile
=  Phase

=  Program Phase
=  Program Period
=  Stage Profile

= Task Order

Refer to department procedure for guidance on which elements each department is using.

Lesson Summary

In this lesson, you:

= |dentified the Chart of Accounts reference tables that may be updated by departments

= Created an entry on the Program Type table

Check Your Progress

1. Chart of Accounts elements that are department-specific are called

a. Centralized
b. Decentralized
c. Departmental

2. Examples of centralized Chart of Accounts elements are

a. Fund
b. Department
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Major Program
Program
a.and b.
c.and d.

- 0 o o

3. Guidance on creation of decentralized Chart of Accounts elements may be found in
procedures.

a. GAO
b. Department
c. N/A. Decentralized chart of account elements are system generated and can’t be created.
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12. OVERHEAD RATE PROCESS

Learning Objectives

In this lesson, you will:

= Describe the Overhead Rate process

= |dentify the purpose of the Overhead Rate Reversal process

Lesson Overview

The purpose of the Overhead Rate process is to generate transactions that will record indirect costs for
Cost Accounting entities. Those indirect costs may subsequently be eligible for reimbursement by
various funding agencies. The Overhead Rate Process Reversal reverses the transactions generated from
the Overhead Rate Process if they are found to be invalid. This lesson provides an overview of the two
processes.

12.1. State Process Review

The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID PA-TB-008 and represented by Figure 18 below.

1. The GAO schedules the Overhead Rate process in Generate Transaction mode. The purpose of
the Overhead Rate process is to generate transactions that will record indirect costs for cost
accounting entities.

2. The GAO executes the Overhead Rate process in Generate Transaction mode. Records that have
been identified as eligible for overhead charges are selected from the Cost Accounting Journal.

3. Once the process has been run, the Report Journal is updated, Overhead reports are generated,
and Charge (CH) documents are generated. These generated documents are loaded and
submitted through this process. If any of the generated documents contain errors, the
documents will be rejected. These rejected documents will be reviewed and the conditions
causing the error resolved, without modifying the documents themselves when at all possible.
System generated documents by-pass the workflow process unless manually modified by a user
before they are submitted or when rejected documents are corrected.

4. The department reviews rejected CH documents, resolves the issues, and validates and submits
the generated documents. The data recorded on the document should not be modified in order
to resolve the errors if possible. These re-submitted documents will not be routed through
workflow for approval.
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Figure 18: Overhead Rate Process (CA-TB-008)

rejected CH
Documents and
resolves issues

‘Update Report.
/ Journal, Generate Rejectany CH
Process in Report || g Overhead Documents?
and Generate Reports, Generate
Transaction Mode CH Documents

PS er 1D
Selected for
Execution

12.2. Overview of the Overhead Rate Process

The key characteristics of the Overhead Rate process are as follows:

= The Overhead Rate process is setup on the Major Program (MJPRG) page for grants and
projects; therefore, this process applies only to grant and projects expenditures. It does not
apply to revenue and it cannot be used for operational expenditures (non-cost accounting
transactions).

= These indirect costs are calculated as a fixed percentage of eligible direct costs. A default
percentage is set on the MJPRG record for the project or grant. This default rate may be
modified using the Overhead Rate Exception (OVDRTEXP) page for specific Object codes, Activity
codes, or Program codes within the Major Program.

= The source entry on the Accounting Journal (JACTG) for the eligible direct costs remains
unchanged by the Overhead Rate process.

= The output of the Overhead Rate process is a one-sided entry posted on the Cost Accounting
Journal (JCA) using a Charge (CH) document. There is the option to retain the accounting
distribution from the source transactions (direct cost transactions) on the CH document or the
CH document can be created with an accounting distribution different than the source
transaction.

o If Chart of Account elements different than the source transaction are needed, check the
Overhead Redirection check box on the Major Program record, Overhead component. Enter
the Chart of Accounts elements in the appropriate fields in the Overhead component.

= Owerhead

Overhead Eligible : | [ Activity

Overhead Redirection : [+ I Sub Activity :
Fund : Overhead Default Rate @ >0 oo

Sub Fund : Function :

Object : gg21 Sub Function :

Sub Object : Location :

Revenue : Sub Location :

Sub Revenue : Reporting :

BSA Sub Reporting :

Sub BSA : Dept Object :

unit : Dept Revenue :

Sub Unit : Task:
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12.3. Overhead Rate Process Reversal

The Overhead Rate Process Reversal is actually the last (optional) step of the Overhead Rate process.

The purpose of the Overhead Rate Process Reversal is to reverse the transactions generated from the
Overhead Rate process. This step should only be executed if the CH transactions generated are deemed
to be invalid. This step is accomplished in a separate running of the Overhead Rate Process.

State Process Review

The steps below describe the statewide process. Your agency may have additional requirements. This

process is referenced in To Be ID PA-TB-009 and represented by Figure 19 below.

1.

Determine a.
reversal of the last | : y
Overhead Rate > Overhead Documents?

Process run is el Reports, Generate

required

253

The GAO or an individual department makes a determination that the last Overhead Rate
documents generated require reversal. GAO selects the Overhead Parameter ID to be reversed,
configures the parameters, and schedules the process to be run.

The GAO executes the Overhead Rate Process in Reversal mode. Records will be selected from
the process history tables to generate the reversing entries.

Once the process has been run, the Report Journal is updated, Overhead reports are generated,
and Charge (CH) documents are generated to reverse previously-generated overhead charges.
These generated documents are loaded and submitted through this process. If any of the
generated documents contain errors, the documents will be rejected. These rejected documents
will be reviewed and the conditions causing the error resolved, without modifying the
documents themselves when at all possible. System generated documents by-pass the workflow
process unless manually modified by a user before they are submitted or when rejected
documents are corrected.

The department reviews rejected CH reversal documents, resolves the issues, and validates and
submits the generated documents. The data recorded on the document should not be modified
in order to resolve the errors if possible. These re-submitted documents will not be routed
through workflow for approval.

Figure 19: Overhead Rate Process Reversal (CA-TB-009)

‘Pn

WENEN  ,chead Rate Rejectany CH

S 1]

Reversal fun Type CH Documents
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Lesson Summary

In this lesson, you:

= Described the Overhead Rate process

= |dentified the purpose of the Overhead Rate Reversal process

Check Your Progress

1. The Overhead Rate process

May be applied to any expenditure or revenue transaction
Calculates overhead costs real time, as transactions are entered in AFIS
Is configured on the Major Program record for a grant or project

a 0 T o

Is configured on the Program record for a grant or project

2. The Overhead Rate process generates a

One-sided entry on the Cost Accounting Journal using a CH document
Two-side entry on the Accounting Journal using a GAX document
One-sided entry on the Cost Accounting Journal using a GAX document
None of the above

Q 0 T W

3. The Overhead Rate Process Reversal process is the last step in the Overhead Rate process and it
must be included each time the Overhead Rate process is run.

a. True
b. False
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13. FHWA

Learning Objectives

In this lesson, you will:

=  Review configuration for FHWA-related cost structures
= Describe the FHWA file generation process

= |dentify the purpose of the FHWA Cleanup process

Lesson Overview

Cost structures established for FHWA-funded cost accounting activities have unique settings that
support the AFIS automated reimbursement process, and generation of an electronic file for submission
to FHWA. A review of these settings is provided here.

The AFIS automated reimbursement process calculates drawdown requests and generates CARE and
CACR documents to record the drawdown requests in AFIS. A component of this process is the
generation of the FHWA electronic file for submission to the Rapid Approval and Payment System
(RASPS). ADOT then manually submits the file to FHWA. The FHWA Cleanup process is used to correct
records that have been rejected by the RASPS. Once corrected, ADOT manually resubmits the corrected
records to FHWA. This lesson describes the FHWA and FHWA Cleanup processes.

13.1. Configuration and Setup of Programs for FHWA Cost Structures

To use the AFIS FHWA electronic file generation process, the cost structure for the project or grant must
include the following settings. Other fields are required, but these fields are specific to the automated
reimbursement process and/or FHWA file generation. See the topics related to each Chart of Accounts
element in Lesson 5 Cost Accounting Setup Document for more information.

Major Program

= Reimb Budget - A reimbursement budget structure must be selected. Normally this is Structure
ID 40 for FHWA projects
= Split type - Select Front End Split

Program

= Billing Agreement Date - Enter the date billing may begin for the project or grant
= Reimb Status - Select Allowed for Reimbursement
= Reimb Eligible - This check box should be checked
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=  Fixed Asset Information component - Complete this component if the Program will be linked to
a Fixed Asset record using the Program Asset Generation process. See Topic 5.4, Cost
Accounting Setup Program - Fixed Asset Information, for additional information

Program Phase
= Billing Agreement Date — Enter the date billing may begin for the project or grant
= Reimb Status - Select Allowed for Reimbursement
= Reimb Eligible - This check box should be checked
=  Fixed Asset Information component — Complete this component if the Program will be linked to
a Fixed Asset record using the Program Asset Generation process. See Topic 5.4, Cost
Accounting Setup Program Phase - Fixed Asset Information, for additional information

Note: The fields in the Highway Project component are available on the Major Program, Program, and
Program Phase pages. Refer to department procedure for the completion of these fields.

Program Period
In the Reimb Status field, select Allowed for Reimbursement.

Funding Profile, Funding Priority, Funding Line, Internal Buyer Funding Line
At least one Funding Profile hierarchy must be set up on these tables in accordance with department
procedure.

Funding Profile Inference Tables

At least one entry for each Funding Profile must be established on the appropriate funding profile
inference table. See Topic 5.4 Cost Accounting Setup Funding Profile Inference for additional
information.

Program and Reimbursement Budget Lines
Program and reimbursement budget lines must be established for each Program, Phase, Program
Period, and/or Funding Line in the cost structure. Refer to department procedure.

Vendor/Customer Table

Select either FHWA (CMIA) or FHWA (NON-CMIA) in the in the Cost Accounting Funding Type field,
(Accounts Receivable component), in the record established on the Vendor/Customer (VCUST) page for
the FHWA.

= Accounts Receivable
Default Receipt Type : -
Default Billing Profile : A

| Cost Accounting Funding Type :| -

Credit/Debit Card Type :
_ ] .|Federal (NON-CMLA)
Credit/Debit Card Humber: |-, -, [CMLA)

Name on Card : | State
Bond
Credit/Debit Card Expiration Month : | private Individual/Company

Credit/Debit Card Expiration Year : | L0Cal Municipality
WillEndowment

b eMALL

FHWA, (NOMN-CML&)

P i T a5
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Customer Account Table

Select FHWA in the Electronic File Type field, (General Information component), in the record
established on the Customer Account (CACT) page for the FHWA.

Electronic File Type :| -

File Prefix :
TS,
Central Statement :

13.2. Overview of the FHWA Process

AFIS cost accounting facilitates reimbursement processing by automating the recording, tracking, and

reporting of reimbursable costs. The AFIS reimbursement process automatically calculates drawdowns
from external funding sources, and includes the generation of an electronic file in the format required
by the Federal Highway Administration (FHWA).

The FHWA electronic file is populated with cost accounting data for those Customers that have been
identified as FHWA Customers on the Vendor/Customer (VCUST) table. The electronic file includes:

= All new transactions identified in the current run of the automated reimbursement process
= Corrected records (records rejected by FHWA from a previous reimbursement cycle, then
corrected by the State and resubmitted)
When ADOT manually submits the electronic file to the FHWA, it is run against an editing routine in the
federal system called Rapid Approval and Payment System (RASPS). If the RASPS editing routine
encounters any type of error on any record of the electronic file, then the entire file is rejected by
FHWA. Examples of the types of validations performed in RASPS are:

=  Project-Agreement-Number must be valid and active

= Sufficient budget authority must be available

=  Ensuring that the Federal Appropriation Number (FAN) is valid for the project
Rejected records are corrected and resubmitted using the FHWA Cleanup process, which is addressed in
the next topic.

13.3. FHWA Clean up

If the file rejects in RASPS due to problems with data in the flat file, then the information on the
electronic file will have to be modified and re-submitted to FHWA. FHWA will automatically re-process
the file after the RASPS data is corrected.

State Process Overview
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The steps below describe the statewide process. Your agency may have additional requirements. This
process is referenced in To Be ID PA-TB-011 and represented by Figure 20 below.

1. Managers within the department learn the Rapid Approval and Payment System (RASPS)
rejected an FHWA Billing File due to problems with data in the file that was sent. Determination
is made that the GAO needs to run the FHWA Cleanup process, and the department configures
the parameter entries. GAO then schedules the FHWA Cleanup process based upon the
departmental requirements.

2. The GAO executes the FHWA Cleanup process to remove and recycle the rejected records from
and rebuild the FHWA Billing file. This new file can be re-submitted to FHWA and reprocessed
through the RASPS.

3.  When the FHWA Cleanup process is executed, it updates Receivable (RE) documents,
reimbursement tables, FHWA Summary table, and the FHWA Billing file. The modified RE
documents are loaded and submitted. If any of the RE documents generated with errors, the
documents are reviewed by the responsible department and corrected before approval and
further update to the Cost and Accounting Journals.

4. The department reviews the resulting FHWA Billing file, and determines if the data is correct.

5. The department reviews rejected RE documents, resolves the issues, and validates and submits
the generated documents. The data recorded on the document should not be modified to
resolve the issues. Issues should be resolved by modifying relevant data on reference, budget,
or control tables. No GAO approval is required.

6. The RE documents require review and approval by the department. Departmental approval will
be configured for the individual departments as needed. If a document is rejected, it will be set
to a draft state allowing department users to modify or correct the document and resubmit.

7. Once reviewed and approved, the file is resubmitted to the FHWA.

Figure 20: FHWA Cleanup Process (PA-TB-011)

It is possible to re-submit the newly modified electronic file containing only the good records without
being required to re-run the entire Reimbursement Output Process. The FHWA Cleanup process should
be requested and executed as soon as the user knows that RASPS has rejected the submitted FHWA
electronic file (minimally, before the next run of the automated reimbursement process). Timely
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execution of this process is required because the Reimbursement Output process overwrites the records
in the FHWA Summary table each time the process is run.

FHWA Rejection Records Page

The FHWA Rejection Records (FHWACLN) parameter page is where users indicate the rejected records
by checking the reject record flag for the appropriate record and providing a reason. When the FHWA
Cleanup process is run, the process will create a new FHWA file with only the corrected records.

FHWA Cleanup Process - Reports

The FHWA Cleanup process generates two reports to support the process. The reports are:

= Generated Failed Document Report - Displays any generated RE documents with all the failed
lines and its associated errors

= Rejected Record Report - Lists the records that were selected by the process but are in Rejected
Status

Lesson Summary

In this lesson, you:

= Reviewed configuration for FHWA-related cost structures
= Described the FHWA file generation process

= |dentified the purpose of the FHWA Cleanup process

Check Your Progress

1. The FHWA file generation process

Is a component of the AFIS automated reimbursement process
Creates an electronic file for submission to the FHWA Rapid Approval and Payment System
(RASPS) for reimbursement
c. Automatically executes the FHWA Cleanup process
All of the above
e. a.andb. only

2. The FHWA Cleanup process can be run up to 3 weeks after an error is identified.

a. True
b. False
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14. Cost Accounting Reporting

Learning Objectives

In this lesson, you will:

Review reports available in Cost Accounting

Lesson Overview

AFIS includes several reports for monitoring Cost Accounting.

14.1. Reports

The key reports needed to support the AFIS Cost Accounting business processes are listed below.
Included with some of the reports are the data elements (prompts) that are available.

AFIS Reports

CMIA Discrepancy Report - This exception report identifies those Program Period records whose
total clearance percentage is not equal to 100 percent (where CMIA drawdown records have
been created on the CMIA setup table, the total clearance percentage for all records for each
Program Period should equal to 100 percent).

CMIA Interest Calculation Report

O

Exception Report - Identifies two types of exceptions encountered during CMIA calculations:
1) If the CMIA Calculation Method on the record from the Reimbursement History table
differs from that on the Funding Line table, and 2) If the CMIA Calculation method is Pre-
Issuance and the Total Clearance Percentage in the CMIA Setup table for all records for a
Program Period does not total to 100%. The records for which the Clearance Percentage
total does not equal 100% will be excluded from further processing and written to the
exception report.

Detail Report - This report captures CMIA Interest at the detail level (for each record with
calculated interest, CMIA methods etc.), reported by Customer and Programs funded by the
Customer.

Summarized Report - This report captures the total CMIA Interest Due To Federal
Government and Interest Due From the Federal Government separately for each Program
(Department, Major Program and Program Period) grouped by Customer.
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infoAdvantage Reports

261

FIN-AZ-CA-NOO2R - Program Phase Expenditure-Reimbursement Budget Reconciliation Report
Name - This report captures budget line amounts by department and program for program
expense budgets and program reimbursement budgets to verify they are equal.

FIN-AZ-CA-N170 - CMIA Interest Liability - This report captures the CMIA Interest Liability
Calculation. Within the report, user-based filter options are available for the following data
elements: CFDA, To Date, Interest, Department, Fund Group, From Date.

FIN-AZ-AP-N038-RDD AHCCCS — Daily Outstanding Disbursement by Program Phase - This
scheduled report captures vendors on hold, invoices on hold, and outstanding credit memos.

FIN-AZ-AP-N039-RDD AHCCCS - Outstanding Disbursement by Program Phase - This on demand
report captures vendors on hold, invoices on hold and outstanding credit memos. Within the
report, user-based filter options are available for the following data elements: Program, Phase,
and Vendor.

FIN-AZ-AP-N040-RDD AHCCCS - Daily Outstanding Disbursement by Program Phase — Summary
- This scheduled report captures vendors on hold, invoices on hold and outstanding credit
memos - Summary.

FIN-AZ-GM-C361-RDD Grant Hours by Grant and Phase - This report captures actual contractor
hours worked by grant and grant phase. Within the report, user-based filter options are
available for the following data elements: Fiscal Year, Department, Major Program, CFDA, Grant
ID and Accounting Period (APD).

FIN-AZ-GM-C076d-RDD Comparison Between Claim Submitted and Actual Revenue Received
by Grant - This report captures a comparison between claims submitted for date range and
actual revenue received. Within the report, user-based filter options are available for the
following data elements: From Record Date, To Record Date, Grant ID, CFDA, and Department.

FIN-AZ-GM-C076e-RDD Revenue and Expenditures for Program and Grant by Program Period -
This report captures revenue and expenditures for program and grant by program period. This
report includes revenues collected by revenue source and expenditures by object. Within the
report, user-based filter options are available for the following data elements: Department,
Major Program, Program Period, and Program.

FIN-AZ-AP-C032b-RDD Average Daily Clearance Report by CFDA and Agency - This report
captures average daily clearance for all payments by CFDA and Agency. Report Period (X) Thru
(X). Within the report, user-based filter options are available for the following data elements:
From Date, To Date, CFDA, Department, and Doc Code.

FIN-AZ-AP-C044-RDD Report on All Special Matching Arrangements By Project, Phase - This
report captures all special matching arrangements by project and phase.

FIN-AZ-AP-C043-RDD Disbursement by Vendor by Program Phase - This report captures
disbursements to vendors by Program and Phase on a specified date. Within the report, user-
based filter options are available for the following data elements: From Date, To Date, Program,
Phase, Department, and Vendor.

FIN-AZ-GM-C075-RDD Year to date Grant Awards vs. Expenditures - This report captures year
to date total revenue from all Revenue Sources, total expenditures, and the remaining award
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amount for a Grant. Within the report, user-based filter options are available for the following
data elements: Fiscal Year (FY), APD, Department, Program Period, CFDA, and Major Program.

FIN-AZ-CA-C086-RDD Accounting Listing by Fiscal Year and Accounting Period - This report

captures Accounting Listing by FY and Accounting Period extract file for ADOA/GAO only.

Lesson Summary

In this lesson, you:

Reviewed reports for Cost Accounting

Check Your Progress

1.

To ensure that the program phase budgets established for a project in Budget Structures 37 and 40
are equal, use the report.

a.

FIN-AZ-CA-NOO2R - Program Phase Expenditure-Reimbursement Budget Reconciliation
Report Name

FIN-AZ-AP-N039-RDD AHCCCS - Outstanding Disbursement by Program Phase

FIN-AZ-AP-N0O40-RDD AHCCCS - Daily Outstanding Disbursement by Program Phase —
Summary

The following statements are true about the FIN-AZ-AP-N038-RDD AHCCCS - Daily Outstanding
Disbursement by Program Phase report and the FIN-AZ-AP-N039-RDD AHCCCS - Outstanding
Disbursement by Program Phase report.

a.

The FIN-AZ-AP-N038-RDD AHCCCS - Daily Outstanding Disbursement by Program Phase
report is scheduled to run daily.

The FIN-AZ-AP-N039-RDD AHCCCS - Outstanding Disbursement by Program Phase report is
run on demand.

The FIN-AZ-AP-N039-RDD AHCCCS - Outstanding Disbursement by Program Phase report
provides user-based filter options to filter the data in the report.

All of the above.

262



AFIS | Cost Accounting

15. APPENDIX

COST STRUCTURE DIAGRAM

AFIS
Cost Structure Overview
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COST STRUCTURE MODELS

The required and optional elements in the AFIS cost structure may be combined in different ways to
meet the cost accounting needs of the specific grant or project. Seven models of cost structures have
been established for use by departments. Based upon the structure element required for each grant or
project, the department selects the appropriate model to establish the cost structure in AFIS. Therefore,
departments may use one or more models depending on their cost accounting needs. The structure
elements and associated models are illustrated in Figure 21 and defined further below.
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Figure 21: AFIS Cost Structure Models
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MODEL
1 2 4 7
Structure Elements
Track Expenditures and Revenue by Project Activities (Phases) ¥ ¥
Track Expenditures and Revenue by Time Periods ¥ X
Three level structure with Major Program as the top tier % W % W
Four level structure with one of the Major Program roll-up fields
as the top tier
Budget Elements
Budget Expenditures by Project Activities (Phases) X ¥
Budget Expenditures by Time Periods ¥ X
Reimbursable Grant % W
Funding Elements
Funded by a single Federal Grant {CFDA), renewable each year X
Funded by a single Federal Grant (CFDA) which covers multiple
Years X
Funded by a new single Federal Grant (CFDA) for each year's
apportionment
. - . X
Funded by multiple grants and/or multiple CFDA simultaneously
Funded by State fund matches b X

Cost Structure Model 1

Model 1 is used for activity-based, non-reimbursable, and internally funded projects. It is characterized

by the following elements:

= Track Expenditures and Revenue by Project Activities (Phases)
=  Three level structure with Major Program as the top tier
= Budget Expenditures by Project Activities (Phases)

To meet these cost accounting needs, this type of project will utilize the following cost structure

elements. For several elements, more than one entry will be needed.

=  Major Program

=  Program

=  Phase

=  Program Period

=  Program Expense Budget
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Cost Structure Model 2
Model 2 is used for time period-based, non-reimbursable, and internally funded projects. It is
characterized by the following elements:

= Track Expenditures and Revenue by Time Periods

= Three level structure with Major Program as the top tier

= Budget Expenditures by Time Periods
To meet these cost accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

=  Major Program

=  Program

=  Program Period

=  Program Expense Budget

Cost Structure Model 3
Model 3 is used for time period-based, non-reimbursable, and internally funded projects with additional
structure levels. It is characterized by the following elements:

= Track Expenditures and Revenue by Time Periods

=  Four level structure with one of the Major Program roll-up fields as the top tier

=  Budget Expenditures by Time Periods
To meet these cost accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

=  Major Program

= Major Program Group

=  Program

=  Program Period

=  Program Expense Budget

Cost Structure Model 4
Model 4 is used for time period-based, reimbursable and/or externally funded projects with a renewable
CFDA number at the Funding Line. It is characterized by the following elements:

= Track Expenditures and Revenue by Time Periods

= Three level structure with Major Program as the top tier

= Budget Expenditures by Time Periods

= Reimbursable Grant

= Funded by a single Federal Grant (CFDA), renewable each year

= Funded by a single Federal Grant (CFDA) which covers multiple years, but requires no renewing
effort

*  Funded by State fund matches
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To meet these cost accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

=  Major Program

=  Program

=  Program Period

®  Funding Profile

=  Funding Priority

=  Funding Line

= Program Expense Budget
= Reimbursement Budget
= Funding Profile Inference

Cost Structure Model 5
Model 5 is used for time period-based, reimbursable and/or externally funded projects with new CFDA
numbers each year recorded on the Program Period. It is characterized by the following elements:

= Track Expenditures and Revenue by Time Periods

= Three level structure with Major Program as the top tier

= Budget Expenditures by Time Periods

=  Reimbursable Grant

= Funded by a new single Federal Grant (CFDA) for each year's apportionment
®=  Funded by State fund matches

To meet these cost accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

=  Major Program

=  Program

=  Program Period

=  Funding Profile

=  Funding Priority

=  Funding Line

= Program Expense Budget
=  Reimbursement Budget
=  Funding Profile Inference

Cost Structure Model 6
Model 6 is used for time period-based, reimbursable and/or externally funded projects with multiple
grants at the Funding Line level. It is characterized by the following elements:

= Track Expenditures and Revenue by Time Periods
= Three level structure with Major Program as the top tier
= Budget Expenditures by Time Periods
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=  Reimbursable Grant

=  Funded by multiple grants and/or multiple CFDA simultaneously

=  Funded by State fund matches
To meet these cost accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

=  Major Program

=  Program

=  Program Period

®  Funding Profile

=  Funding Priority

=  Funding Line

=  Program Expense Budget
= Reimbursement Budget
=  Funding Profile Inference

Cost Structure Model 7
Model 7 is used for activity-based, reimbursable and/or externally funded projects with multiple grants
at the Funding Line. It is characterized by the following elements:

= Track Expenditures and Revenue by Project Activities (Phases)

=  Three level structure with Major Program as the top tier

= Budget Expenditures by Project Activities (Phases)

= Reimbursable Grant

= Funded by multiple grants and/or multiple CFDA simultaneously

=  Funded by State fund matches
To meet these cost accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

= Major Program

=  Program

=  Phase

=  Program Period

=  Funding Profile

=  Funding Priority

=  Funding Line

=  Program Expense Budget
=  Reimbursement Budget
=  Funding Profile Inference

267



AFIS | Cost Accounting

CoST ACCOUNTING PROCESS OVERVIEWS

The AFIS automated reimbursement process is supported by several automated batch processes. For
additional information, please refer to the AFIS Cost Accounting Run Sheets, which are available in the
AFIS Application Help, or contact your GAO Liaison.

Reimbursement Process

The full scope of the Cost Accounting Reimbursement functionality is divided into three required
processes: Reimbursement Selection and Calculation, Reimbursement Generation, and Reimbursement
Output. The three required processes are inter-related and must be executed in a sequential order.

Reimbursement Selection and Calculation Job
The Reimbursement Selection & Calculation chain has four jobs:

Reimbursement Selection
Load Documents from XML
Submit Documents
Cleanup

PwnNPE

The Reimbursement Selection and Calculation process:

* Gathers reimbursable transactions

* Verifies that the Posting Codes within each gathered reimbursable transaction allows the
transaction to be reimbursed

*  Applies funding split rules for Back End Splits, and

* Creates input file for the subsequent Reimbursement Generation process

The Reimbursement Selection Parameters (REIMSEL) table is used to provide instructions for the
running of the Cost Reimbursement Selection process.

Reimbursement Generation Job

The Reimbursement Generation process selects transaction records for reimbursement based upon the
two parameter tables described below. Just because a transaction is eligible for reimbursement does
not mean that it will be used for the very next running of the overall reimbursement processes.

The Reimbursement Generation Parameters (REIMGEN) table, as well as the Reimbursement Frequency
Date (FREQDT) table, is used to provide instructions for the running of the Reimbursement Generation
process. The latter table, for example, indicates the reimbursement frequency characteristic of a grant
or project which the system will look for the next time the overall reimbursement processing occurs. A
reimbursement frequency of Daily would have related transactions picked up by reimbursement
processes more frequently than a reimbursement frequency of Monthly or Quarterly.
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Reimbursement Output

The Reimbursement Output process generates the actual drawdown request for grants such as FHWA
file, Receivable (RE) document, Cash Receipt (CR) document (for pre-paid grants), or Internal Exchange
Transaction (IET) documents for the portion of the reimbursable expenditure funded internally.

The Reimbursement Output Parameters (REIMOTPT) table is used to provide instructions for the running
of the Cost Reimbursement Output process.

Reclassification Process

The Reclassification process is organized into two different processes as described below:
Normal Reclassification

During the life of a Cost Accounting entity (for example, project, grant, or job), the financial structure of
the reimbursement funding and cost eligibility will require modification. These modifications are due to
a variety of factors to include: changes in the agreement amounts with an external funding source,
changes in the eligibility of certain types of reimbursable expenditures, or errors in the setup of the
grant or project. The Reclassification process is executed when there are retroactive changes in the
agreement amounts with an external funding source, changes in the eligibility of certain types of
reimbursable expenditures, or setup errors. The process may be run in Report, Update, or Report &
Update modes.

When the need for reclassifying program transactions is identified, and the department determines it is
ready to run the process in Update mode, the department will configure the parameter entries for the
Reclassification process, which are entered into the Reclassification Parameter Screen:

=  Automatic Overflow Indicator - This check box is unchecked for normal reclassification

= Transaction Date From and To - These fields are optional and may be used to identify specific
begin and end dates for the reclassification process

= Department - This field is required and is used to identify the department code for the Major
Program requiring reclassification

=  Major Program - This field is required and is used to identify the Major Program code requiring
reclassification

=  Funding Profile - This field is required and is used to identify the Funding Profile requiring
reclassification

= Phase - This field is optional and is used if a specific Phase requires reclassification
= Program - This field is optional and is used if a specific Program requires reclassification

=  Program Period - This field is optional and is used if a specific Program Period requires
reclassification

Once the parameters for the process have been identified, the GAO schedules the Reclassification

process to be run in Update mode based upon the department requirements. The process generates the

following updated documents (if necessary, based on the reclassification parameters):
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=  Automated Disbursement (AD)

=  Charge Transaction (CH)

= |nternal Transaction Approval (ITA)

= Internal Transaction Initiator (ITI)

= |nternal Exchange Transaction (IET)

=  Manual Disbursement (MD)

=  Payroll Expenditure Correction (PYRL)

= |ssue Confirmation (Cl)

=  Stock Transfer Receipt (TR)

= Qver-the-Counter (OC)

= Stock Return (SN)

= Cash Receipt (CR)
If any of the documents are generated with errors, the GAO reviews and resolves the errors, with help
from the department if needed.

Automatic Overflow Recapture

Changes to funding or eligibility may free up monies, which can be applied against transactions that
were previously not eligible for reimbursement due to exceeding the funding limitations. These amounts
would have been applied to the “overflow” priority in a Funding Profile and, with the new funding rules
established, may now be eligible for reimbursement.

It is important to note these two processes are independent of each other and must be executed
separately. In addition, when the reclassification process is executed in the normal reclassification mode
or automatic overflow recapture mode, the reclassification process identifies the original transactions
required to be reclassified and creates the appropriate adjusting transactions to affect the changes.

When the Automatic Overflow Recapture indicator is set to Yes, the reclassification process will look for
any programs that have Overflow costs (that is, the overflow priority has billed balances). If there are
any of these programs with Overflow, which also have had a funding change (that is, additional dollars
added, a new priority added ahead of the Overflow priority — determined by a previous priority with
available dollars), the reclassification process will automatically include these programs in the
reclassification process. This process eliminates the need to identify all Programs with Overflow costs in
the reclassification parameters.

It is important to note that the Automatic Overflow Recapture indicator only affects the input to the
reclassification process. Once these Overflow Reclassifications are included in the input, they are
processed just like any other Reclassification.

This Automatic Overflow Recapture process is executed when the following conditions exist:

= The Automatic Overflow Recapture indicator is set to Yes
= This process can be executed when funds are spent from a temporary budget and funds become
available in a real budget
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= Atemporary budget is associated with a Funding Priority with an Overflow Indicator of ‘Y’.
Online edits are in place to ensure that only the last Funding Priority within a Profile can be
defined as Overflow

= This process looks at the Funding Split Log for Funding Priorities that are marked as Overflow, if
it finds one it will see if there are any funds available in the other Priorities associated with the

same Funding Profile

ANSWER KEYS

Below are answer keys for the Check Your Progress quizzes provided at the end of each lesson.

Lesson 1
1. b. False (Section 1.1 Navigation Review: Reference Tables)
2. a.True (Section 1)
3. a.True (Section 1.3 Navigation review: Inquiry Pages)
Lesson 2
1. a.True (Section 2.2 Overview of Cost Accounting Setup)
2. b. False (Section 2.2 Overview of Cost Accounting Setup)
3. e. All of the above (Section 2.1 Cost Accounting Overview)
Lesson 3
1. a.True (Section 3.2 Program Setup)
2. c. Phases (Section 3.3 Phase and Program Phase)
3. a. Funding profile inference (Section 3.8 Establish a Funding Profile Hierarchy)
4. b.Program Period (Section 3.6 Establish a Program Period)
5. c. Stage Profile Select (Section 3.7 Establish Stage Definitions)
6. c. Stage Definition Setup; Program Period (Section 3.7 Establish Stage Definitions
7. c. Program Object Exception (Section 3.11 Program Activity Exception Page)
Lesson 4
1. c.Botha.and b. (Section 4.1 Budget Overview)
2. Budget Structures 38 and 39 (Section 4.2 Budget Structures for Cost Accounting)
3. e.a,b,c,andd. (Section 4.3 Create a Cost Accounting Budget)
4. a.True. (Section 4.3 Create a Cost Accounting Budget)
5. b. False. (Section 4.4 Overview of Budget Inquiry Pages)
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Lesson 5

1. g.a, b, c.and e. Although the use of a CAS document has many benefits and can streamline
data entry for new projects, it cannot ensure the accuracy of the data entered into the CAS
document. (Lesson Overview)

2. b. False. (Lesson Overview)
3. d. All of the above. (Lesson Overview)

4. a.True. (Section 5.2 Overview of the Cost Accounting Setup (CAS) Document

Lesson 6

1. a.True (Lesson Overview)

2. d. Modify a record on PROG (Section 6.2 Overview of Cost Accounting Modification (CAM)
Document)

3. a.True (Section 6.2 Overview of Cost Accounting Modification (CAM) Document)

Lesson 7
1. a. GAX (Section 7.1 Recording a Non-Commodity Based Payment in AFIS)

2. c. Detail Accounting tab; Accounting line (Section 7.1 Recording a Non-Commodity Based
Payment in AFIS

3. c. Cash Expenses (Section 7.3 Activity)

4. d. All of the above (Section 7.4 Prevention of and Correction of Errors)

Lesson 8

1. b. Charge Transaction (Lesson Overview)

2. a.Internal Costing Usage Transaction (Section 8.2 Overview of the Internal Cost Process)
3. b. False (Section 8.4 Internal Costing Usage Transaction Data Entry)

4. a.True (Section 8.6 Researching Internal Costing Usage Transaction Documents)

5. c. Both manually and by the Internal Costing Process (Section 8.7 & 8.8)

Lesson 9
1. b. Receivable (RE) document. (Lesson Overview)

2. a.Record a drawdown request that has not been requested from the funding source (accrued
receivable). (Lesson Overview)

3. a. Cash Receipt (CR) document. (Section 9.2 Receive Project Revenue)

4. b. False. A Cash Receipt document can be created in three ways: Copy Forward from a
Receivables document, manual entry not referencing a Receivables document and auto
generated by the automatic reimbursement process. (Section 9.2 Receive Project Revenue)

272



AFIS | Cost Accounting

5. c. Collected Earned Revenue. (Section 9.3 Activity)

Lesson 10

1. e. All of the above. Refer to department procedure regarding use of the Effective From and
Effective To date fields on the various tables within the cost structure. (Section 10.1 Close a
Program or Program Component)

2. a.True (Section 10.1 Close a Program or Program Component)

3. b. False (Section 10.1 Close a Program or Program Component)

Lesson 11
1. b. Decentralized (Lesson Overview)

2. e.a.andb. (Section 11.1 AFIS Chart of Accounts Elements)

3. b. Department (Section 11.1 AFIS Chart of Accounts Elements)

Lesson 12

1. c.Is configured on the Major Program record for a project or grant (Section 12.2 Overview of the
Overhead Rate Process)

2. a.One sided entry on the Cost Accounting Journal using a CH document (Section 12.2 Overview
of Overhead Rate Process)

3. b. False. Minimally, the FHWA Cleanup process must be run before the next run of the

automated reimbursement process. (Section 12.3 Overhead Rat Process Reversal)

Lesson 13

1. e.a.andb. only (Lesson Overview)

2. b. False (Section 13.3 FHWA Clean Up)

Lesson 14

1. a. FIN-AZ-CA-NOO2R - Program Phase Expenditure-Reimbursement Budget Reconciliation Report
Name (Section 14.1 Reports)

2. d. All of the above (Section 14.1 Reports)
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